Introduction
e Welcome

e There have been no changes to the evaluation module for this year
e Email notifications will still indicate type of evaluation

e  Evaluation deadline will be specified each year in the global email.



Supervisor/HM Review

« Once your employee completes their self evaluation and submits it for
your review, you will receive the following email notification

The following Performance Evaluation is at the status of: Supervisor/HM Review Pending

Employee Name: Elizabeth McCutcheon

Department: @06: Business Office - Human Resources
Classification Title: HR Representative

Working Title: HR Representative

Position #: 0080504

Type of Evaluation:

SUPERVISOR/HM'S:
If the Type of Evaluation listed above is Provisional, please click the following link for further instructions.

http://www.fairmontstate.edu/facstaffresources/hr/forms/provisional guick guide.pdf

If the Type of Evaluation listed above is Annual, please click the following link for further instructions.
http://www.fairmontstate.edu/facstaffresources/hr/forms/pe quick guide.pdf

If the Type of Evaluation listed above is Follow Up, please click the following link for further instructions
http://www.fairmontstate.edu/facstaffresources/hr/forms/follow up quick guide-employee.pdf |

Thank you,
Human Resources

Supervisor/HM Review
¢ Once your employee completes his/her self evaluation and submits it
for your review, you will receive the above email notification
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From the FSU Homepage
e Click on MyCampus
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e  Click on Login

FAIRMONT
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e Log in with your current UCA and password.
e If you cannot remember username/password, contact the Teaching & Learning Commons
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From the Pierpont C&TC Homepage
e C(Click on Faculty & Staff
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e Click on MyCampus



i Logato
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Welcome to —

iy Campus

Access Webmail, Blackboard, Felix
and more...

e  Click on Login to Pierpont

PIERPONT

COMMUNITY & TECHNICAL COLLEGE.

e Login with your current UCA and password.
e If you cannot remember username/password, contact the Teaching & Learning Commons
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e  Click on the Human Resources (PeopleAdmin) link

JOB POSTINGS

VIEW ACTIVE o = = -
VIEW PENDING ‘our Current UserType: Supervisor/Hiring Manager. I Monday, April 18, 2010
|

VIEW CAL
SEARCH HIRING
PROPOSALS Hiring Manager Site

POSITION DESCRIPTIONS

SEARCH REQUEST: Hiring Manager's Guide
o 5 View / Download

BEGIN NEW PERFORMANCE  No Active Postings
EVALUATION

ACTIVE EVALUAT]

urcTnoTrAl o

* STUDENT EMPLOYMENT

* CONDUCTING SEARCH AND
COMPLETING HIRING
PROCESS

EVALUATION FORMS
* PRE-EMPLOYMENT
INQUIRY GUIDE

* HIRING MANAGER'S
GUIDE

* FACULTY AND STAFF
WORKFLOW

* EMPLOYEE EVALUATION
INSTRUCTIONS

* SUPERVISOR/HM
EVALUATION
INSTRUCTIONS

e Review Active User Type (in blue); Supervisor/Hiring Manager must be active;
e Change user type if needed
e Then click on Active Evaluations



View Active Evaluations

Active Evaluations

16 Records

= Employee Employee Type of
K Title M ctname | ™ o nime B fiuation K status
HR =
2 Annual Evaluation
ene i l'v'faw"“e Elizabeth McCutcheon 04-01-2010 Performance Completed Requires
View S: v Evaluation Follow Up
o Annual
Represlell\lftauve Elizabeth McCutcheon 04-05-2010 Performance RSup_erv:;or/glM
View St Evaluation cvew henang
Summary
HR
= Annual "
e Elizabeth McCutcheon 04-05-2010 Performance il oty
iew Evalaaticn eview Pending
Summary
HR
> Annual
B IEI '\:t: = = Elizabeth McCutcheon 04-05-2010 Performance HR Review Pending
View oy Evaluation
Summary
HR
~ Annual
Represer\';'tat.:lve Elizabeth McCutcheon 04-06-2010 Performance Saved Not Submitted
View 11 View Evaluation
ary
o Annual
e Elizabeth McCutcheon 04-09-2010 Performance pervioci X
View = oy Evaluation Ve SO0
HR
~ Annual
Ren I Vtahve Elizabeth McCutcheon 08-11-2009 Performance RSuper\.n;or/glM
View S:Je"V:,mary Evalinton eview Pending
HR
-~ Annual -
SR Elizabeth McCutcheon 08-18-2009 Performance SSvmenvioraRs
View s Rt v Evaluation Ao Rt L)
HR
= Annual
R |=| '\:::w = Elizabeth McCutcheon 08-19-2009 Performance HR Review Pending

Active Evaluations
< New - Type of Evaluation Column-3 evaluation types: Provisional, Annual, Follow Up
e Click on “View” beneath the appropriate evaluation

View Annual Performance Evaluation Summary

To change the status of this action, choose from the statuses below:

&3) Printer-Friendly Version

© Ssave
Conference Pending (Edits Allowed)
cancer | | comnTinue |

Evaluation Det:

Incumbent's First Name Elizabeth
Incumbent’s Last Name: McCutcheon
Incumbent’s Middle Name A

Position =: 000504

Type of Position: Classified
Classification Title: HR Representative
Working Title: HR Representative
Type of Evaluation: Annual

Evaluation Cyde Begin Date:
Evaluation Cyde End Date:
Department, College, or School: 006: Business Office - Human Resources

Immediate Supervisor/Hiring Manager: Leach, Steve

e Click on “Edit” at the top of the page



Set Future

Evaluation  Employee . S Set Future Job n:grjwf,em Rating for o
Details ool Development Goals octs Factors (o visor Goal 34
Goals Iy) Achievement
CONTINUE TO NEXT PAGE >> ]
vi<ores Evaluation Cycle Begin Date = July 1 .
Evaluation Cycle End Date = Date which you complete the evaluation
*Regquired information is denoted with an asterisk.
Incumbent’s First Name Elizabeth
Incumbent’s Last Name: McCutcheon
Incumbent’s Middie Name A
Position #: 000504
Type of Position: Classified
Classification Title: HR Representative
Working Title: HR Representative
Type of Evaluation: Annual
* Evaluation Cyde Begin Date: 07-01-2009 MM/DD/YYYY - MM-DD-YYYY
= Evaluation Cyde End Date: 05-13-2010 MM/DDIYYYY - MM-DD-YYYY.
Department, College, or School: 006: Business Office - Human Resources
Immediate Supervisor Hiring Manager: Leach, Steve
Responsible Sr. Level Hiring Manager:
Employee: McCutcheon, Elizabeth
*Required information is denoted with an asterisk.
I CONTINUE TO NEXT PAGE >> | |

Evaluation Details

e Enter the “Evaluation Cycle Begin Date”
e Enter the “Evaluation Cycle End Date”
e Click on “Continue to Next Page”

(This will always be July 1, XXXX)
(This is the date that you complete this evaluation)

Performance
Set Future Rating for
% mployee Set Future Improvement
Ev;::atlon Development Employee Organizational Job Organlzaﬁonal Overall Notes/History
ails Goal Development Goals Goals Factors (su or
Goals Peu Iy) Achievement
This section is for ALL employees only!
Click Edit b h the Goal/Obj: i to enter hi

and actual completion date, then
click "Save Changes.”

: Enter your required comments concerning the goals and achievements by clicking on the Edit link
beneath the Goal/Objective column for each goal that was entered.

When you are finished adding your entries, you may go to the next page by clicking "Continue to Next Page."

To Add A New Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
Click the V'lew link for th

2 Records

Actual
Completion
Date:

Projected
Y Goal/Objective: K4 Achievement: | K completion
Date:

Learn to create databases and generate reporu usm

hope to be able to pull information pleAdmin so um 1 do Employee’s
not have to generate spread: time. achievement
View

Supervisor
Comments:

06-30-2010 06-30-2010

Receive state training to become certified in Class and Comp in
order to osition
Descriptions.

06-30-2010

View 1l gt

ADD NEW ENTRY I

<< RETURN TO PREVIOUS |

CONTINUE TO NEXT PAGE >> |

SAVE AND STAY ON THIS PAGE ]

Employee Development Goals

e Employees entered their achievement(s) and actual completion date(s)

e These were entered into last year's evaluation under "Future Employee Development Goals"
e Click on the "Edit" link



Edit Entry

To edit this entry, edit information in the following fields and then click Save Changes. If you do not wish to edit this entry at this time, click
Cancel.

*Required information is denoted with an asterisk.

Wsmﬁwmm Supervisor’s comments from last evaluation
Learn to create databases and generate reports using Access. I hope to be able to pull

GoalfObjective: information out of PeopleAdmin so that I do not have to generate spreadsheets manually all
the time.

Achievement: Employee’s achievement

Projected Completion Date: 06-30-2010

Actual Completion Date: _30-

If goal not achieved, enter N/A 0852072020

Enter your

comments here
= Supervisor's Comments for Goal/Achievement:

SAVE CHANGES '

e Enter required comments regarding goal/achievement
e Click on "Save Changes"

Rating for
Employee Set Future Improvement
Evalua'(::n Develo, t Employee Organizational Job tional Overall Notes/History
Beta Goals S Goals (Supervisor Achi t
Only)
This section is for ALL employees only!
Employees: Click Edit b h the Goal/Obj; ive col to enter achi and actual completion date, then
click "Save Changes."

SUPERVISORS: Enter your required comments concerning the goals and achievements by clicking on the Edit link
b h the Goal/Obj; ive for each goal that was entered.

When you are finished adding your entries, you may go to the next page by clicking "Continue to Next Page."

To Add A New Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the View link for the specific entry.

Existing Entries

2 Records

Projected Actual
K Achievement: | K completion K completion
Date: 3

I Goal/Objective: ‘ v] 2:;;::[:/(:’5‘?:
Learn to create databases and generate reports

using Access. I Your
bopetobeublempulhﬁmmumwtnfpeopleadmhsouuudo Employee’s
not have to the time.

comments
achievement 06-30-2010 06-30-2010 will appear

View g here
Receive state training to become certified in Class and Comp in

order to / i L ions on Position

tions. 06-30-2010
View L=
ADD NEW ENTRY |

| << RETURN TO PREVIOUS | I [ CONTINUE TO NEXT PAGE >> | I
{ SAVE AND STAY ON THIS PAGE ]

e Repeat this process for each goal
e  When finished, click on "Continue to Next Page"



View/Edit Annual Performance Evaluation

) Performance
& .l Set:.ut'ure | Set Fut mor ver t Rating for y
Details Development Goals = Goal Y
Goals ol Goals (Swv)bof Achievement

This section is for ALL employees only!

EMPLOYEES: Enter your specific goals to expand on your job-related skills, knowledge, and abilities, the plans to achieve these
goals (action plan), and the date by which these should be (projected date). These will be used as
discussion points with their Supervisor/ Hiring ger during the i ce next fiscal year.

SUPERVISORS: Enter your required comments concerning the goals and action plans by clicking on the Edit fink beneath the
Goal/ Objective column for each goal that was entered.

When you are finished adding your entries, you may go to the next page by dicking "Continue to Next Page.”
To Add A New Entry: Click the Add New Entry button.

To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the View link for the specific entry.

Etiag ks

1 Record
N Goal/Objective: K4 Action Plan: K4 Projected Completion Date: K4 Supervisor Comments:
Learnto inii i
using excel when available 06-30-2011
View I Edit I

[ << RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |

{ SAVE AND STAY ON THIS PAGE |

Set Future Employee Development Goals
e Be sure that your employee has entered at least one goal
e Click on the "Edit" link

Edit Entry

To edit this entry, edit information in the following fields and then click Save Changes. If you do not wish to edit this entry at this time, click
Cancel.

*Required information is denoted with an asterisk,
GO‘ME: Learn to create spreadsheets using excel
Action Plan: Attend training session when available
Projected Completion Date: 06-30-2011

Enter your comments
here
* Supervisor's Comments for Goal/Achievement:

e Enter required comments regarding goal and the action plan
e Click on "Save Changes"



View/Edit Annual Performance Evaluation

Performance
Evaluation e Setrr.ut'ure Set Future Jop Improvement Rating for
Details Development Development Goals Goal ( 2: Goal Notes/History
Goal 25 S Achievement
Only)
This section is for ALL employees only!
EMPLOYEES: Enter your spedcific goals to expand on your job-related skills, knowledge, and abilities, the plans to achieve these

goals (action plan), and the date by which these should be completed (projected completion date). These will be used as
discussion points with their Supervisor/Hiring Manager during the evaluation conference next fiscal year.

SUPERVISORS: Enter your required comments concerning the goals and action plans by clicking on the Edit link beneath the
Goal/ Objective column for each goal that was entered.

When you are finished adding your entries, you may go to the next page by clicking "Continue to Next Page.”

To Add A New Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the View link for the specific entry.

Existing Entries
1 Record

N Goal/Objective: 4 Action Plan:

K Projected Completion Date: K4 Supervisor Comments:

Learnto inii
using excel ‘when available
View Edit

session

Your comments will appear here

ADD NEW ENTRY

| << RETURN TO PREVIOUS | I [ CONTINUE TO NEXT PAGE >> | I

| SAVE AND STAY ON THIS PAGE |

e Repeat this process for each goal the employee has entered
e  When finished, click on "Continue to Next Page"

View/Edit Annual Performance Evaluation

Set Future

Fut Rating for
Evaluation BEmII,t:p’mnt Employee Organizational )rsg:tnizaﬁ:lal Job proves . 1l Notes/ Hi y
Details Is Development Goals Goals Factors (s i Goal
Goals Achievement
Only)
Iﬂlis section is for Non-Classified and FEAP employees only! I
EMPLOYEES: Click Edit beneath the Goal/Objective column to enter achievement and actual completion date,

then click "Save Changes."

SUPERVISORS: Enter your required comments concerning the goals and achievements by clicking on the Edit
link beneath the Goal/Objective column for each goal that was entered.

When you are finished adding your entries, you may go to the next page by clicking "Continue to Next Page."”

To Add A New Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the View link for the specific entry.

Existing Entries
1 Record

N Goal/Objective: K4 Achievement: | K Projected Completion Date: 4 Actual Completion Date: K4 Supervisor Comments:

Reviss ¢ current handbook
View m achievement 05-05-2010 06-30-2010

| << RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> |
{ SAVE AND STAY ON THIS PAGE |

Organizational Goals
e  For Non-Classified and FEAP Employees only
e If your employee is Classified Staff, skip this tab and click on "Continue to Next Page."
e Employees entered their achievement and actual completion date(s); these were

entered into last year's evaluation under "Future Org Goals"
e Click on the "Edit" link



To edit this entry, edit information in the following fields and then click Save Changes. If you do not wish to edit this entry at this time, click
Cancel.

*Required information is denoted with an asterisk,

Wﬁwh@dlmm Supervisor’s comments from last evaluation
ear):

GoalObjective: Revise current handbook
Achievement: achievement
Projected Completion Date: 05/05/2010
e 06-30-2010

1f goal not achieved, enter N/A

Enter your comments

here
= Supervisor's Comments for Goal/Achievement:

SAVE CHANGES I

e Enter required comments regarding goal/achievement
e Click on "Save Changes"

Set Future T

- Employee o o
Evaluation Employee Organizational - - 1 i
Details e it Dewvelopment Goa Org: Factors = ory
Coals Goals

This section is for Hon-Classified and FEAP employees only!

EMPLOYEES: Click Edit beneath the Goal/Objective column to enter achievement
and actual completion date, then click "Save Changes.™

SUPERVISORS: Enter your required comments concerning the goals and
achievements by clicking on the Edit link beneath the Goal/Objective column for
each goal that was entered.

wWhen you are finished adding your entries, you may go to the next page by
clicking "Continue to Next Page.™

To Add A Mew Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the Wiew link for the specific entry.

Existing Entries
1 Record
Projected Actual -
N GoalfObjective: | Kl Achievement: | Kl Completion i completion G Zupenisor
omments:
Date: Date:
Revise current handbook Y P
. our commen
Il gai Achievement 05-05-2010 06-30-2010 -
Wi Edit will appear here
| ADD NEW ENTRY ||
| SAWVE AND STAY ON THIS PAGE |

CANCEL

e Repeat this process for each goal
¢ When finished, click on "Continue to Next Page"



View/Edit Annual Performance Evaluation

Set Future

Rating for
Employee Set Future I-pnwenent
Details Employes W"MI ‘Organizational | Fact Objectives mm Overall Notes/History
Goals Goals Goals (Supervisor A " t
Only)
IThis section is for Non-Classified and FEAP employees only! I

EMPLOYEES: Enter the ag upon i goals for the next fiscal year, the action plan to achieve these goals, and
the projected completion date that these should be completed.

SUPERVISORS: Enter your required comments concerning the goals/objectives and the action plans by dlicking on the Edit
fink beneath the Goal/Objective column for each goal that was entered.

When you are finished adding your entries, you may go to the next page by dlicking "Continue to Next Page.”

To Add A New Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the View link for the specific entry.

Existing Entries
1 Record
N Goal/Objective: (v ‘ K4 Projected Completion Datex K4 Supervisor Comments:
future org goal
. = action plan 06-30-2011
ADD NEW ENTRY
| << TO | [ CONTINUE TO NEXT PAGE >> ]
{ SAVE AND STAY ON THIS PAGE |

Set Future Organizational Goals
e For Non-Classified and FEAP Employees only

o If your employee is Classified Staff, skip this tab and click on "Continue to Next Page."
e Click on the "Edit" link

Edit Entry

To editthis entry, edit information in the following fields and then dlick Save Changes. If you do not wish to edit this entry at ths time, dlick
Cancel.

* Required information is denoted with an asterisk.,
Goal/Objective: future org goal
Action Plan: action plan
Projected Completion Date: 06-30-2011

Enter your comments

here
* Supervisor's Comments for Goal/Achievement:

Enter required comments regarding goal and the action plan
e Click on "Save Changes”



View/Edit Annual Performance Evaluation

Performance
Ao Employee ot Future | Setfuture . Improvement omll'lo'l
Organizational Objoctives Oveorall Notes/History
Detals passes OMW Goals ik oS o rvior
Only)

This section s for lon-Classified and FEAP employees only!

EMPLOYEES: Enter the ag d upon or Lratk | goals for the next fiscal year, the action plan to achleve these goals, and
the projected conph-lhn date that lhesm should be completed,

: Enter your required comenents conceming the goals/ abjectives and the action plans by ciicking on the Edit
nk beneath lhe Goal/ Objective column for each goal that was entered,

When you are finkshed adding your entries, you may o to the next page by dicidng “Continue to Next Page.”

To Add A New Entry: Cick the Add Rew Entry button
To Edt An Entry: Ohck the Edit lnk for the specific entry
To View An Entry: Ciick the View Ink for the specfic entry,

ot
|
1 Recoed
) Goal/Objective 2 Action Plan 2 Projected Completion Date 2 Supervmoe Comments
future org goal
Vies Ul ege Ao plan 06-20-2011
ADD NEW ENTRY |
<< IETURN TO PREVIOUS ] I CONTINUE TO NEXT PAGE » > | l
SAVE AND STAY ON THIS PAGE |
e Repeat this process for each goal the employee has entered
e Click on "Continue to Next Page"
View/Edit Annual Performance Evaluation
Ewvaluation EEEE ?zi:;;:f Organizaticnal SEIALIE Job :;fmmﬁ Orggrh;i:glgz:sal
Details Development Bremepres Goals Organizationa Factors b]ecl:nfa Goal Overall Notes/History
Goals Goals {Supervisor a
Goals Only) Achievement
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |

THE FIRST 12 FACTORS ARE FOR ALL EMPLOVEES

EMPLOYEES:ONLY RATE YOURSELF ON THE LAST SIX FACTORS (13 - 18) IF YOU ARE A SUPERVISOR/MANAGER/ DIRECTOR

SUPERVISORS: ONLY RATE YOUR EMPLOYEES ON THE LAST SIX FACTORS (13 - 18) IF THEY ARE A
SUPERVISOR/MANAGER/DIRECTOR. SUPERVISOR COMMENTS ARE REQUIRED FOR EACH JOB FACTOR YOU RATE.

ob Factors Score: -
*Required information is denoted with an asterisk.

1. Job Knowledge (ALL EMPLOYEES COMPLETE)

Demonstrates and applies knowledge of requirements, methods, techniques and skills involved in performing the essential functions of

the job. Knowledge of how work relates to and affects internal/external areas; handles work problems/irregularities efficiently because
of job knowledge and experience.

I E = Exceptional performance; consistently exceeds
performance expectations. (Comments required below)

() MJ/E = Consistently meets and at times exceeds performance
Expedahurvs
Employee M/E = Consistently meets and at times

* e

) M = Consistently meets performance expectations.

Job Factors

e The first 12 factors are for all employees

¢ You will rate your employee on the last six factors only if s/he supervises
other Classified, Non-Classified, or FEAP employees.

o |f the employee only supervises student workers, you will rate only the first twelve factors.



Demonstrates and applies knowledge of requirements, methods, techniques and skills involved in performing the essential functions of
the job. Knowledge of how work relates to and affects internal/external areas; handles work prablems/irreqularities efficiently because
of job knowledge and experience.

| E =Euceptional performance; consistently exceeds
performance expectations. (Comments required below)

| ME = Consistently meets and at tmes exceeds perfarmance

expectations,
E:glr:nfee M/E =dCU”5;r5t9”t|Y mets a;dt?t times Supervisor Rstng: | :- M = Consistently meets performance expectations,
“ exgeedls periormarnce expeciaons. () NI = Needs Improvement (Comments required below)
() U = Unsatisfactory (Comments required below)
") NjA = Performance factor does not apply to the job.
1@ No Response
Enter comment here
Employee + Supervisor
Comments: Comments:

e Select appropriate rating and enter comments

e Supervisor comments are required regardless of which rating is chosen

(EMPLOYEES WHO ARE SUPERVISORS COMPLETE)

Utilizes originality, imagination, and inventiveness to generate new ideas and alternatives; combines elements of existing methods and
practices with new techniques; challenges conventional practices with creative solutions; looks for more than one answer to a given
prablem; is willing to experiment and take appropriate risk to develop innovative solutions.

E = Exceptional performance; consistently exceeds
performance expectations, (Comments required below)

| MJE = Consistently meets and at times exceeds perfarmance
expectations,

Enployee Rating: Mo Response Supervisor Rating: -. M = Consistently meets performance expectations,
I NI =Needs Improvement (Comments reguired below)
I U = Unsatisfactory (Comments required below)
() NfA = Performance factor does not zpply to the job.

@ No Response

Enter comment here

Employes Supervisor
Comments: Comments:

e The last six factors (13-18) are for employees who supervise other Classified
or Non-Classified Staff or FEAP employees
e If your employee supervises only student workers, DO NOT complete the last six factors
e Select appropriate rating and enter comments
e Supervisor Comments are required for all job factors you rate



Pariormanoe Rating for

wh i St Fubure job  Improvement e
Facters CHajre e Boad Overall Rotos [History
(SUpRARSE vt
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o FTLUER T PREVTDUS I

THE FIRST §2 FACTORS ARE FOR ALL EMPLOYVEES
EMPLOYEES:CHILY RATE YOURSELF ON THE LAST SEX FACTORS (13 - 1A} I YO ARE A SUPERVISOR! MARAGE R DIRECTOR

SUPERVISORS: GHLY FATE YOUR EMPLOVEES ON THE LAST SDX FACTORS (13 - 18) IF THEY ARE A
SUPERVISOR, MANAGE R HIRECTOR, SUPERVISOR COMMENTS ARE REQUIRED FOR EACH 108 FACTOR Y00 RATE,

[ camonam ] dob Factors Soores -

* Reguedred wlorma bioa s descted with an sabeomke

1. bol Knsorebedipe [ALL [ POPLOWIDS. COPIPLETED
Deronatrates and spplies owiedgs of reqursments, mathads, tedwegues sed skills moked in performing the sssenbal hndions of
the jede. Knorwledge of how weork relabes (o and affects inferned/ mxbernal aress; handies vwork problemsirregularties efficently beoouse

of job knoedadge and expsriencs,

I = Bl per Fawanie] [ofaatently Enlibi
e Formarae gy . e quire be o
WM = Coreii ey il e 81 DR St Der it
saped tatiora.

M w Cirvi ey Sabeth P Pt &0 o bl

Hl = Hets brprgevevatet (Comnseals rogueed belew]

U = Urastadsciory [Domments regueired belows )

Ergici e M = Coresistently meets performance * Suprveor Rabng
Rlead axpacEations,

Once all necessary factors have been rated, click on "Calculate" button

If you rated only the first twelve factors, the job factors score will look like this:

CALCULATE | Job Factors Score: 2.83

f. WARNING: All tems ARE NOT yet rated.

If you rated all eighteen factors, the job factors score will look like this:

Job Factors Score: 2.72

| CALCULATE |
V' All items are rated

If you rated only the first twelve factors, the job factors score will look
like top example (with the warning)

If you rated all eighteen factors, the job factors score will look like
bottom example (with the green checkmark)



Set Future S

Rating for
- Employee P Set Future Improvement R
Evaluation Employee Organizational b biecti Organizational a
Details EEEpnE Development Goals e LA Factors a Goal = HE ST
Goals Goals (Supervisor o
Goals Achievement
Only)
<< RETURN TO PREVIOUS | I [ CONTINUE TO NEXT PAGE >> | |

THE FIRST 12 FACTORS ARE FOR ALL EMPLOYEES

EMPLOYEES:ONLY RATE YOURSELF ON THE LAST SIX FACTORS (13 - 18) IF YOU ARE A SUPERVISOR/MANAGER/ DIRECTOR

SUPERVISORS: ONLY RATE YOUR EMPLOYEES ON THE LAST SIX FACTORS (13 - 18) IF THEY ARE A
SUPERVISORf MANAGER/ DIRECTOR. SUPERVISOR COMMENTS ARE REQUIRED FOR EACH JOB FACTOR YOU RATE.

Job Factors Score: --
*Required information is denoted with an asterisk.

1. Job Knowledge (ALL EMPLOYEES COMPLETE)

Demonstrates and applies knowledge of requirements, methods, techniques and skills involved in performing the essential functions of

the job. Knowledge of how waork relates to and affects internal/external areas; handles work problems/irregularities efficiently because
of job knowledge and experience.

) E = Exceptional performance; consistently exceeds
performance expectations. (Comments required below)

@) M/E = Consistently meets and at times exceeds performance
expectations.
gglnvge M= stm;_SIstemlv meets performance . o o pating: | | M = Consistently mests performance expectations.
JiE BXEECia R ) MI = Needs Improvement (Comments required below)

) U = Unsatisfactory (Comments required below)

e When finished, click on "Continue to Next Page"

View/Edit Annual Performance Evaluation

Performance o
Set Future Rating for
¢ Employee s Set Future Improvement
Evaluation Employee  Organizational s S Drganizational
Details Devzl::]r:ent Development Cal Orgaé\‘l’zaaélonal Factor ((;:]ecrtvn!esr Goal Overall Notes/History
Goals gﬁ N)'“ Achievement

**NOTE TO SUPERVISORS: Only use this tab for factors you have rated as "Needs Improvement” or "Unsatisfactory.” If
there are no factors with either of these ratings, leave this section blank and click on "Continue to Next Page.”

To Add A New Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the View link for the specific entry.

No Records Found

ADD NEW ENTRY I

<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> |

_ SAVE AND STAY ON THIS PAGE |

CANCEL I

Performance Improvement Objectives

e To be used only for factors that you rate as “Needs Improvement” or “Unsatisfactory”
e Click on "Add New Entry"



To bdd & new enlry, complete the Tollowing fiekis and then dick Add Entry. I you do not wish B0 add & nbw entry ot this time, dick Canged
= Requred information £ denoted wth an e,

Enterthe job factor that

hadtherating of either
* JoiPacter Needs Improvementor

Unsatisfactony

Enterthe action plan for
youremploveeto

" improve performance
forthis job factor
" Propected Complebon Dale: or-os-anm MMDEHYYYY e MDDV
= Folgw Lip Evalatn Dats: oT-o-2n MMDETYY o MRLDOYTYY
ACDONRY *=*NOTE: A Follow Up Evaluation will needto be
(G ] completed foreach job factor vou enter.

Enter Job Factor that was rated as “NI” or “U”

Enter the Action Plan (how your employee will improve performance in this area)
Enter the Projected Completion Date

Enter Follow Up Evaluation Date (Follow-Up Evaluation will be required)

Click on “Add Entry”

Performance
Set Future Rating for
Employee Set Future Improvement
Evaluation Development Employee  Organizational Organizational Objectives Organizational 0 Il Notes/ History
Details s Development Goals Coals Factors (Su]ECNm. A Goal
Goals peﬂ i) Achievement

/ The entry has been added.

**NOTE TO SUPERVISORS: Only use this tab for factors you have rated as "Needs Improvement” or "Unsatisfactory.” If
there are no factors with either of these ratings, leave this section blank and click on "Continue to Next Page."

To Add A New Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the View link for the specific entry.

Existing Entries
1 Record

N Job Factor: v Projected Completion Date: 4 Follow Up Evaluation Date:

job factor
View "Edt action plan 08-01-2010 08-01-2010

ADD NEW ENTRY I

| << RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> |

| SAVE AND STAY ON THIS PAGE |

e Repeat process to add additional job factors
e When finished, click on “Continue to Next Page”



Set Future Performance

Rating for
Employee Set Future Improvemen L
Evaluation Development (e X Or Job Objectives Organizational Jverall Notes/History
Details Development Goals Factors Goal
Goals Goals (Supervisor o
Goals Only) Achievement
{ << RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> ]
|rhis section is for NON-CLASSIFIED and FEAP Employees Only!
122 e ) m? Goals, Objectives, and Plan below.

caicutate | Rating for Organizational Goal Achievement Score: --
*Required information is denoted with an asterisk.

Overall Rating

E = Exceptional performance; y exceeds per 5. (C
required below)

M/E = Consistently meets and at times exceeds performance expectations.

Overall Rating for Organizational Goals, M = Consistently meets performance expectations.
Objectives, and Plan: NI = Needs Impr it (G ired below)
U = Ur 2 y (C qf below)

N/A = Performance factor does not apply to the job.
©) No Response

Enter comment after
selecting appropriate
rating

*Required information is denoted with an asterisk.

Rating for Organizational Goal Achievement
e For Non-Classified and FEAP Employees only: if no goals were listed on the Organizational
Goals tab, you will not enter a rating on this tab
e If your employee is Classified Staff, skip this tab and click on "Continue to Next Page."

Set Futuce THFIREANOCH

Rating for
tvabanon ETOIOTNE  pee  Orgaamatonal [ FUPAUR L ITerovemant (L atsonal
Developrant 28 Overall Notes/ Wistory
Detnds Goals Development Goaly Coatls Factors s Goal
Cosls e Achiwvement
Ondy)
<« RETUNN TO PREVIOUS ] CONTINUE 1O NEXT PAGE » > ]

This section is for NOK-CLASSIIEO and FEAP Employees Onlyt
Supervisors, please onter the cverall rating score for the Organtzational Goals, Objectves, and Plan below

CALCULATE l Ratng for Organczational Goal Achievement Score: 3.00
/
o eod At ;s Geroled wiP a aster sk
€ = Exceptons perfor i v enceeds Do  espeators (Comments
brebow )
B ME = Cormter @y meels ard ot mes esceeds per formance expeiabonn
Oversll Rating fov Croanizetonsl Gosk, M = Conmmterrily mests ser formance expectatons
Cegmctves, and Man: NI = Needs Jogr £ (G betow)
U= nsanatacion s (Comments required below)
NA = Performance fachor G0es not apuly 1 e b
boo Bewgurne
Comevenits
Commert
Feaw et v lrmaton m dorated with o ssie b

¢ Select the rating for your Non-Classified/FEAP employee's overall organizational goal
achievement

e Then enter your comments
e This is 25% of the overall evaluation score

e Click on the "Calculate" button
e When finished, click on "Continue to Next Page"



For Classified Staff, Overall tab will look like this:

View/Edit Annual Performance Evaluation

Performance .
Set Future Rating for
Evaluation EmTED Employee  Organizaticnal SR IFEEEE Organizationa A
Development Organizational Objectives oOverall lotes/History
Details Development Goals Factors Goal
Goals Goals (Supervisor .
Goals Achievement
Only)
©Overall Rating Score Key
Overall Alpha Score ‘Overall Numeric Score
E = Exceptional performance;
consistently exceeds 3.51 - 4.00
performance expectations
M/E = Consistently meets and
at times exceeds performance |2.51 - 3.50
expectations.
M = Consistently meets 1.51 - 2.50
performance expectations B g
NI = Needs Improvement 0.76 - 1.50
U = Unsatisfactory 0.00 - 0.75
Job Factors 100% 2.83
Rating for Organizational Goal Achievement - -
Overall Score: 2.83
<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> |
— SAVE AND STAY ON THIS PAGE |
Overall

e If your employee is Classified Staff, Job Factors will be 100% of score

For Non-Classified Staff/FEAP, Overall tab will look like this:

View [Edit Annual Performance Evaluation

Set Future Reiougance) Rating for
Evaluation EEE Employee Organizational SEElAnnE ol iy T S Organizationa a
" Development Organizational Objectives Overall Yotes/History
Details Development Goals Factors Goal
Goals Goals (Supervisor
Goals Achievement
only)
Overall Rating Score Key
overall Alpha Score Overall Numeric Score
E = Exceptional performance;
consistently exceeds 3.51 - 4.00
performance expectations
M/E = Consistently meets and
at times exceeds performance (2.51 - 3.50
expectations.
M = Consistently meets 1.51 - 2.50
performance expectations 3 .
NI = Needs Improvement 0.76 - 1.50
U = Unsatisfactory 0.00 - 0.75
Job Factors 75% 2.72
Rating for Organizational Goal Achievement 25% 3.00
Overall Score: 2.79
<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> |
SAVE AND STAY ON THIS PAEE. I

Overall
o If your employee is Non-Classified or FEAP, Job Factors will be 75% of score

e Rating for Organizational Goal Achievement will be 25% of score

e Click on “Continue to Next Page”



View/Edit Annual Performance Evaluation

Performance
Set Future Rating for
Employee Set Future Improvement
Evaluation Employee  Organizational L ob . Organizational =
Development Organizational Objectives Overal Notes/History
Details Development Goals Factors " Goal
Goals Goals Goals (Supervisor

only) Achievement

Once you enter a note and save it (by clicking Add Note, then confirming), that note will be permanently added to this evaluation,
even if you cancel out of the evaluation without saving.

04-05-2010 5:59 PM Elizabeth McCutcheon
MNOTE:

test

04-05-2010 5:59 PM Elizabeth McCutcheon

Supervisor/HM Review Pending

Add Notes

i

Notes are NOT required here

Notes:

ADD NOTES

=< RETURN TO PREVIOUS I CONTINUE TO NEXT PAGE >> I
SAVE AND STAY ON THIS PAGE I
Notes/History
[ ]

Date/time stamps the evaluation at each status along the way
e Click on “Continue to Next Page”

View Annual Performance Evaluation Summary

To change the status of this action, choose from the statuses below:

Edit &) Printer-Friendly Version

Conference Pending (Edits Allowed)

CANCEL | CONTINUE |

Incumbent's First Name

Elizabeth
Incurmbent’s Last Name: McCutcheon
Incurmibent’s Middle Name A
Position #: 000504
Tvoe of Position: Clnesifisd

View Annual Performance Evaluation Summary

e Select “Conference Pending (Edits Allowed)”
e Then click on Continue



Confirm Change Evaluation Status

0u re about to change this action to the following status:

Evaluation Status

e  Then click on Confirm

| <<RETURNTOPREVIOUS | | CONTINUETONEXTPAGE>> |

| SAVE AND STAY ON THIS PAGE |

« If you need to stop working on your evaluation and you are not
finished, please click on the “Save and Stay on this Page” button at
the bottom of the screen.

* If you are on a page with required fields, must enter something (or
click on any rating if you are on the job factors tab) and then click
on “Save and Stay on This Page.” You can then make revisions later.

* If you are idle for more than 60 minutes, the system WILL log you
out. If you have not saved your information before it logs you out,
you will LOSE any information that has not been saved.

Save and Stay on This Page



The following Performance Evaluation is at the status of: Conference Pending (Edits Allowed)

Employee Name: Elizabeth McCutcheon

Department: 006: Business Office - Human Resources
Classification Title: HR Representative

Working Title:  HR Representative

Position #: 000504

Type of Evaluation: Annual

EMPLOYEES: Please click the following link for further instructions.
http://wwa. fairnontstate.edu/facstaffresources/hr/forns/pe quick guide.pdf

SUPERVISOR/HM'S: Please click the following link or further instructions.
http: //wa. fairmontstate. edu/facstaffresources/hr/forns/pe quick guide.pdf

Thank you,
Human Resources

Conference Pending (Edits Allowed)

Conference Pending (Edits Allowed)

* Both you and your employee will receive email
notification

* You will meet with your employee to discuss the
evaluation, future goals, job performance, etc.

* If eitheryou or your employee need to make
changes, can do so one at a time.

* If nochanges are needed or after all changes are
made, the Supervisor/HM will send evaluationto
the status of “Employee Certification (No Edits
Allowed.”

e At this status both you and your employee will get an email reminding you to set a

conference date.

e Be sure to review the evaluation carefully; changes CANNOT be made beyond this status.
e After the conference, the Supervisor/HM will send to "Employee Certification (No Edits

Allowed).”

JOB POSTINGS

VIEW ACTIVE
VIEW PENDING

« Welcome Elizabeth McCutcheon. You are logged in as Steve Leach.
Your Current UserType: Supervisor/Hiring Manager.

Maonday, April 19, 2010

VIEW HISTORICAL
SEARCH HIRING

PROPOSALS Hiring Manager Site

POSITION DESCRIPTIONS

BEGIN NEW REQUEST

SEARCH REQUESTS Hiring Hanqger'sGume
PENDING REQUESTS View | Download

BESULIEW PERECRUANCE. No Active Postings

ACTIVE EVALUATIONS

HOME

CHANGE USER TYPE
LOGOUT

LOGOUT OF HIRING
MANAGER

= STUDENT EMPLOYMENT

+ CONDUCTING SEARCH AND
COMPLETING HIRING
PROCESS

+ CLASSIFIED / NON-
CLASSIFIED INTERVIEW
EVALUATION FORMS

* PRE-EMPLOYMENT
INQUIRY GUIDE

+ HIRING MANAGER'S
GUIDE

= FACULTY AND STAFF
WORKFLOW

+ EMPLOYEE EVALUATION
INSTRUCTIONS

= SUPERVISOR/HM
EVALUATION
INSTRUCTIONS

e To send to evaluation to Employee Certification (No Edits Allowed)

e loginand click on “Active Evaluations”




View Active Evaluations

Active Evaluations

16 Records

Employee Employee
ta=tame

HR

Type of Status
Evaluation

- Annual Ewaluation
Represﬁl\:@alll:lve Elizabeth McCutcheon 04-01-2010 Performance Completed-Requires
wiew S:fr:maw Evaluation Follow Up
HR Annual
HEFrE=ELEELE Elizabeth McCutcheon 04-05-2010 Performance Supervisor/HM
view  1lView Evaluation Review Pending

Summary
Annual Conf Pendi
Elizabeth McCutcheon 04-05-2010 Performance °r? ECEINES el W)
Evaluation (Edits Allowed)

. Annual
Represﬁ'\:.ta.tl“'e Elizabeth McCutcheon 04-05-2010 Performance HR Review Pending
Wiews 1= Evaluation

Summary
HR Annual
Represﬁ'\:tal'f“’e Elizabeth McCutcheon 04-06-2010 Performance Saved Mot Submitted
Wiew 1= Evaluation
Summary
iz Annual
REprESE“?‘f"e Elizabeth McCutcheon 04-09-2010 Performance SUPE:—\."SD'—"HM
iew 11 view Evaluation Review Pending
Summary
HR Annual
Represﬁ'\:tiftlme Elizabeth McCutcheon 08-11-2009 Performance RS"'DEE".‘"SO"-'Z,'M
Wiew anf“mary Evaluation eview Pending
HR Annual
Represﬁl\:’:alll:lve Elizabeth McCutcheon 08-18-2009 Performance RSUD.EIF\:";D”;_.'M
Wiew = Evaluation eview Pending
Summary
e Annual
Represﬁ'\:ta.tl“'e Elizabeth McCutcheon 08-19-2009 Performance HR Review Pending

e C(Click on “View” beneath the appropriate evaluation

View Annual Performance Evaluation Summary

To change the status of this action, choose from the statuses below:

Edit (G5 printer-Friendly Version

@ Save
() Employee Certification (No Edits Allowed)

canceL || coninue |

Evaluation Details

e Select “Employee Certification (No Edits Allowed)”

e Then click on “Continue”



Confirm Change Evaluation Status

You are about to change this action to the following tatus:

Employee Certification (No Edits Allowed)

GOBACK §§ | CONFIRM |

e Then click on “Confirm”

Employee Certification
(No Edits Allowed)

* Employee will receive email notification at
Employee Certification (No Edits Allowed).

* Employee is “signing” their evaluation

* Can mark Agree or Disagree

* Comments are optional

 After they sign, will send to Supervisor/HM
Certification (No Edits Allowed)

Employee Certification (No Edits Allowed)
e At this status, the employee will only be certifying his/her evaluation
e No Changes can be made
e Complete the "Certification" tab
e The employee will send to “Supervisor/HM Certification (No Edits Allowed)”



Supervisor/HM Certification
(No Edits Allowed)

* Supervisor/HM will receive following email
notification once the employee has certified
their evaluation.

* Supervisor/HM will complete their portion of
the Certification tab

* Then submit to HR

Supervisor/HM Certification (No Edits Allowed)
e You will receive the email notification below
e At this status, you will only be certifying the evaluation

IPer'for‘mance Evaluation at the status of: Supervisor/HM Certification (No Edits Allowed) I

mployee Name: Eilzabeﬂ Mccutc%eon

Department: ee6: Business Office - Human Resources
Classification Title: HR Representative

Working Title: HR Representative

Position #: 068504

Type of Evaluation: Annual
ilo Log in to https://www.fairmontstatejobs.com/hr as a "Supervisor/Hiring Manager.™
NOTE: If you have more than one user type, lock at the top of the screen to see which user type is active.

If it doesn't say Supervisor/Hiring Manager,
follow these steps to change your user type

Under the Admin heading, click on the "Change User Type™ link
Choose "Supervisor/Hiring Manager™
Then click on "Change Group”

2. Under the Evaluation heading, click on the "Active Evaluations™ link.

3. Click on "View" beneath the position title.

13N Click on the blue Edit link above the Evaluation Status bar.

So Click on the "Certification" tab, you will need to enter the following information:

Was the Conference was held? Yes/No
Conference Date:

Immediate Supervisor Comments:

When finished, click on "Continue to Next Page.”

6. The notes/history page shows the flow and history of this evaluation.
Click on "Continue to Mext Page."”

7. This will take you to the "View Summary” screen and will allow you to review the Evaluation in one window.
8. Click on "Submit to HR" and then “Continue” and then “"Confirm."
Thank you,

Human Resources

Supervisor/HM Certification (No Edits Allowed) email notification



JOB POSTINGS
« Welcome Elizabeth McCutcheon. You are logged in as Steve Leach.
g9 Monday, April 13, 2010

VIEW ACTIVE
VIEW PENDING Your Current UserType: Supervisor/Hiring Manager.

VIEW HISTORICAL

SEARCH HIRING
PROPOSALS Hiring Manager Site

BEGIN NEW REQUEST
SEARCH REQUESTS
PENDING REQUESTS

Hiring Manager's Guide
View | Download

No Active Postings

HOME

CHANGE USER TYPE
LOGOUT

LOGOUT OF HIRING
MANAGER

= STUDENT EMPLOYMENT

+ CONDUCTING SEARCH AND
COMPLETING HIRING
PROCESS

* CLASSIFIED / NON-
CLASSIFIED INTERVIEW
EVALUATION FORMS

« PRE-EMPLOYMENT
TNQUIRY GUIDE

+ HIRING MANAGER'S
GUIDE

= FACULTY AND STAFF
WORKFLOW

+ EMPLOYEE EVALUATION
INSTRUCTIONS

= SUPERVISOR/HM
EVALUATION
INSTRUCTIONS

To certify your employee’s evaluation:
e Login and click on “Active Evaluations”

Active Evaluations

4 Records

v Employee v] Employee | j = Type of U Status

= First Name " Last Name ** Evaluation

lon-Classified Supervisor HY
Ve E e Gesp MMM o Nt
Evaluation
Summary Alowed)

View

e Click on “View” beneath the appropriate evaluation



View Annual Performance Evaluation Summary

To change the status of this action, choose from the statuses below:

Edit '@ Printer-Friendly Version

"'f" Save
) Submit toHR

CONTINUE

cANcEL |

Evaluation Details

Incumbent's First Name E

e Click on “Edit” at the top of the page

View/Edit Annual Performance Evaluation

Set Future [Raritzminas Rating for
Evaluation EnplsEs Employee  Organizational SHAITD e Organizational
= Development Organizational Objectives Overal Certification | otes/History
Details Development Goals Factors Goal
Goals Goals (Supervisor .
Goals Achievement
Only)
CONTINUE TO NEXT PAGE >> |
Supervisors. Ewvaluation Cycle Begin Date = July 1
p H —
Ewvaluation Cycle End Date = Date which you complete the evaluation
*Required information is denoted with an asterisk,
Incumbent's First Name E
Incumbent's Last Name: Leach
Incumbent's Middle Name
Position #: 000319
Type of Position: Non-Classified
Classification Title: Non-Classified
Working Title: Human Resource Administrator
Type of Evaluation: Annual
Evaluation Cyde Begin Date: 07-01-2009
Evaluation Cyde End Date: 06-30-2010
Department, College, or School: 006: Business Office - Human Resources
Immediate Supervisor /Hiring Manager: Porto, Rick

e Click on the “Certification” tab



Immediate Supervisor

& discussion of the employee's duties, responsbilties,
performance standards/expectations,
qoalsfobjectives, and averall rating scores took place

. On the date indicated below. After carefully
consicering this employee's performance, 1 am
presenting a fair and impartial evaluation, The
employee has been advised of how to make
mprovements in the area(s) indicated.

!Yes ) No @ NoResponse

* Conference Date: MMIDDYYYY - MM-DD-YYYY

* Immediate Supervisor Comments:

e Complete required fields

e Then click on “Continue to Next Page” until you reach the “View Annual Performance
Evaluation Summary” screen

View Annual Performance Evaluation Summary

To change the status of this action, choose from the statuses below:

Edi () Printer-Friendy Version

0 Gave
() submit to HR

' CANCEL || CONTINUE

e Select “Submit to HR”
e Then click on “Continue”



Confirm Change Evaluation Status

0u are about to change this action to the following status:

Evaluation Status

Submit to HR

GOBACK § | CONFIRM

e Then click on “Confirm”

“Needs Improvement” or “Unsatisfactory,” HR
will submit to next user for review and
comments.

* HR will “complete” the evaluation and users will
receive one of two email notifications:
* Evaluation Completed
* Evaluation Completed-Requires Follow Up
HR Review



The following Performance Evaluation is at the status of: Evaluation Completed

Employee Name: Elizabeth McCutcheon

Department: 006: Business Office - Human Resources
(lassification Title: HR Representative

Working Title: HR Representative

Position #: 000450

Type of Evaluation: Annual

NO ACTION NEEDS TO BE TAKEN AT THIS TIME.

For your information, you may log on to wwu.fairmontstatejobs.com/hr and click "View Historical"
to view this Performance Evaluation.

Thank you,
Human Resources

Evaluation Completed email notification

The following Performance Evaluation is at the status of: Evaluation Completed-Requires
Follow Up

Employee Name: Elizabeth McCutcheon

Department: 006: Business Office - Human Resources
(lassification Title: HR Representative

Working Title: HR Representative

Position #: 000504

Type of Evaluation: Annual

NO ACTION NEEDS TO BE TAKEN AT THIS TIME.

EMPLOYEES: You will be contacted by your supervisor for a follow up evaluation meeting at
the appropriate time.

SUPERVISOR/HM's:  The HR Office will start the follow up evaluation at the appropriate time
and send to you to complete online.

For your information, you may log on to www.fairmontstatejobs.com/hr and click "View
Historical" to view this Performance Evaluation.

Thank you,
Human Resources

Evaluation Completed-Requires Follow Up email notification
o  Will receive only if there were ratings of
“Needs Improvement” or “Unsatisfactory”



