Appraisal Process Checklist

FY18-19 goals are added to Cornerstone.
Faculty: Obtain FY18-19 goals from your FY17-18 appraisal.

Faculty: Add goals to Cornerstone.

Supervisor: Approve goals in Cornerstone.

Faculty completes self-assessment.

Gather teaching load, course releases, and extra assignment details.

Type comments for each Council on Excellence criteria.

Gather supporting documents for upload.

Obtain student evaluations and type brief narrative.

Gather details to support goal evaluation for current fiscal year.

Consider goals for the new fiscal year.

Supervisor completes faculty appraisal.

Gather student evaluations and additional documents, as needed.

Do not hit the “Submit” button at the end of the process; click “Save
and Exit.”
Print two copies of the appraisal and all attachments.

Schedule a one-on-one meeting with faculty.

Supervisor and faculty meet to discuss appraisal.
Supervisor: Make any necessary changes to the digital appraisal

Supervisor: Submit the appraisal.

Faculty and supervisor sign off on appraisal.

Faculty digitally signs appraisal.

Supervisor digitally signs appraisal.




Loading FY18-19 Goals

Faculty: Adding Goals

Accessing the system

Log into CougarWeb. Click on My Workplace.
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Username:

This login grants access to CougarWeb, Canvas, CougarMa,
OrgSync and Student Registration.

For added security, close all browsers when you are done.

Need Assistance? Troubleshooting and Help Guide

Self-Service Student Password Reset
Student Support Center: 972-377-477T

Self-Senvice Employee Passwort

Employee Support Center
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Accessing the goals menu

Once Cornerstone is launched, hover over (do not click) Performance. From the drop-down menu,
click Goals to begin.
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Development Plans

Welcome to the Collin College Applicant Tracking System.

Goals

Human Resources' mission is to provide quality benq
attract, develop, motivate and retain a diverse workforce in support 01 performance Reviews B

mission and core values of Collin College.

Click Create.

o Goals My Goals
My Goals — Options ¥
My Goals
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Creating goals

Create Goals

All figlds marked “*" ars reguired

Title *

Profassional Development: Educational Goal ReqUirEd: Add a title for your goal.

Description *

BIVUS I, ==:= = Required: Add your detailed goal,
making sure it is specific and
Complete 12 hours of PhD. coursewark. measurable-
Start Date = Due Date *

Required: Add start and end dates to accomplish the goal (should be
during FY2018-2019).

9/1/2019 i B/31,/2020

Perspective *

Required: Select the goal perspective (Teaching, Service, or Professional Development)
from the drop-down menu (see detail below).

Tasks and Targets
Add Tasks or Targets |~ Optional: Use this tool to assist with defining goals, if desired (see next page).

Select ™

Attachments

m Optional: Add supporting documents, if needed.

Click Save. _E_I =

Perspective Add Tasks or Targets
Perspective * Add Tasks or Targets
Select =
Description
¥ Solect

Faculty - Professional Developmen

Faculty - Service

Zzculty - Teaching Start Date * Due Date *
Stsff - Departrment Intiative of/2me | B2 8312018 | B2
Seaff - ldentifies with Collin College Core Waluss
Sta %) Indude Targer
Type * Start Value * Target *
Currency ™
Select from the Faculty Perspectives. v oy
. % Cancel m
Use the Add Tasks or Targets tool to assist rieger

with defining goals, if desired.




Using the tasks/targets feature

The Add Tasks or Targets is a great feature to use when you have intermediate tasks and checkpoints.

Add Tasks or Targets

Description

Complete 9 hours of continuing education coursework in advising.

Start Date * Due Date *

9/1/2013 8/31/201%

Include Target Check the bOX tO
Type Start Value Target I n cl u d e Ta rget.

cance' m

Create Goals

Enter details or import using the SMART Wizard or the Library.

All fizlds marked " ars required

Title *

Professional Development: Educational Goal

Description *

BIUs I ==:== T

Complete @ hours of centinuing education coursewark in advising.

Start Date * Due Date *

9/1/2013 8/31/201%

Perspective *

Faculty - Professional Development >

Tasks and Targets

Description: Target
Complete continuing education coursework in 3 Hours
advising.

Description: Target

Complete continuing education coursework in
advising.

Add Tasks or Targets

Attachments

Assignment *

Select which users or OUs this goal should be assigned to

Yourself

Add Tasks or Targets

Description

Start Date * Due Date *

2/27/2019 6/30/2013

¥ Include Target

Type * Start Value * Target *

Currency ¥ Start Value Target

& Currency
%
Integer

Number
Hours
Days

Years

Start Date:  Due Date: -

Guats  owaots Repeat as needed to add

Select Value Type, add
numerical values, and
click Done.

) 3

intermediate goals/tasks.

Start Date:  Due Date: -

i1/2019 53129

When finished, click

Cancel Save as Draft m— Submit.



Click Create to add more goals.

My Goals e B oo

My Goals
Current Period ™ 9/1/2018 ey 8/31/2019 [zl ﬁ
Display Cancelled Hide Completed
My Goals
Send Approval Request
My Goals

Professional Development: Educational Goal
Status: Pending Approval Due Date: 3/31/2019 Perspective: Faculty - Professional Development >

To delete a submitted goal, click the menu arrow and select Cancel. A cancellation request will be
routed to your supervisor. Your supervisor will need to log into the system to approve the cancellation.

My’ Goals Options ™

My Goals

Current Period ¥ 7N/20s | BE0201s
Display Cancelled Hide Completed
Send Approval Request
My Goals
Faculty Service Goal N -
Status: Off Track  Due Date: 5/31/2019  Aligned Strategic Goal: Faculty - Service Edi
it
Copy
Cancel

Faculty Service Goal

Status: Off Track  Due Date: 8/31/2019 Aligned Strategic Goal: Faculty - Service View History



Supervisors: Approving Goals
Accessing the system through CougarWeb

Log into CougarWeb. Click on My Workplace. Launch Cornerstone.
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Accessing the system from links in system-generated emails

Click the link embedded in the goal approval email you received.

Enter your complete Collin College
email address (xxxxx@collin.edu).

Sign in

Email, phen

I
(=]

r Skype

Can't acoess your acoount?

Enter password Stay signed in?
Password Do this to reduce the number of times you are asked
to sign in.

Forgot my password

. Daon't show this again

No Yes

Enter your Collin College email password and click Sign in. If prompted, check the box and click Yes.



Accessing goals

Once Cornerstone is launched, look at the bottom left-hand side of the screen for your Inbox. Your
Inbox contains a list of faculty goals requiring approval. Click Approve Goals to begin.

ey COLLIN"
& COLLEGE EE S O

Home Reports Admin Recruit Internal Job Postings Onboarding Performance

Welcome to the Collin College Applicant Tracking System.

A
Human Resources' mission is to provide quality benefits and services to attract,
develop, motivate and retain a diverse workforce in support of the mission and core l °
values of Collin College.
Collin Collin Compensation

Should you require any additional information or assistance, please contact our Org Chart Salary Ranges Review Request

Human Resources Department at (972) 985-3783 or send an email to
employment@collin.edu.

Your Action Items

Due Date
View Transcript
(0 gpproved lraining seleclion(s))
(Registered for 0 fraining selection(s))

Approve Goals
(Your emplayees have 9 Goals panding approval)




A list of pending goals will appear.

Pending Goals

You may individually, or as a group, view, approve, or deny the Goals

Check [ Uncheck All Include Goals for inactive users
Pending Goals

Select User Title Status Options

Faculty Name Faculty Service Goal Pending Approval Approve/Deny

[ « Back ] [ v Approve Request J [ # Deny Request ]

Click Approve/Deny to view, edit, and approve or deny goals. You will also use this
feature to approve or deny goal cancellation requests.

Click Approve when finished reviewing.

Edit Goals

QOptions ™

Al fields mark

d " are requirsc

Title *

zsional Development Educational Goa

Description *

BIUS T =: &% %

Complete 2 houwrs of PhD. coursework.

Start Date * Due Date *
9172018 83172019
Perspective *

Faculty - Professional Development =

Tasks and Targets

Add Tasks or Targets
Attachments

Comments
Add Comment

concet | oeny | [ —
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Process Overview

Faculty Performance Appraisal Process

Self-Assessment

includes teaching load,
supporting documents,
comments regarding
Council on Excellence
criteria, review of
student evaluations,
goal evaluation, and

K goal setting

Supervisor Appraisal

includes ratings in
Council on Excellence
criteria, assessment of
student evaluations,
previous goal evaluation,
new goal review, overall
performance evaluation,

@d one-on-one meeting

a

Faculty Signature

e D

Supervisor Signature 1

PDF versions of the faculty self-assessment and faculty annual
performance appraisal (faculty supervisor appraisal) can be found at
http://www.collin.edu/perf_mgmt.

2 Process Overview



Accessing Performance Appraisal

System

Log into CougarWeb.  Click on My Workplace. Launch Cornerstone.
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Faculty Self-Assessment

Key system features

Self-assessment sections
(navigation tool)

Faculty Annual Performance Appraisal P—
(2018-2019)

& | Your progress
Faculty Name

. Position
9/1/2018-8/31/2019

Overview

RN

Raview Step Progression

@ Faculty Self-Aszessment @
1 2/23/2019

Faculty Supervisor
Appraisal

Steps of the performance appraisal
process

Employee Sign-Off

Supervisor Sign-Off

If, at any point, you need to stop workonyour .. o o m

self-assessment, make sure to click Save and
Exit to save your progress. Changes will not be
saved if you exit without saving or leave your
session idle and are logged out automatically.

4 Faculty Self-Assessment



Getting Started

Faculty Annual Performance Appraisal —
(2018-2019)
o Qvarview |
Faculty Name
Position
9/1/2018-8/31/2019 0%
Overview

Review Step Progression
@ Faculty Self-Assessment @
: 2/23/2019

Faculty Supervisor
Appraisal

Employee Sign-Off
Supervisor Sign-0ff

Click Get Started to begin. —

——

Tips:

e Create a Word document with your comments for Council on Excellence
criteria; these can be copied and pasted into the self-assessment.

e Have all supporting documents for your assessment ready for upload.

5 Faculty Self-Assessment



Teaching Load

Add documentation of your teaching load and any extra assignments/course releases. If you do not

have the Teaching Load Word template for this file, you can download it by clicking Teaching Load
Template.

Faculty Annual Performance Appraisal
(2018-2019)

Obtain the e
ulty Name
Teaching Taaching Load | . Position

9/1/2018-8/31/2019
Load

Template.

Options ™

0%

INSTRUCTIONS
S5iep 1t Flease use the following “Teaching Load Template™ to Bist all the courses and labs tasght, as well as all course
releases of extra service agresments for the appraisal period.

Step 2: Save the comphetid template 16 your local drive.

Step 31 Abtach the completed Teaching Load document o this reveew by wsing the "OFTIONS" drop-down bution lecated
at the top night of this page.

Hawe you completed and attached the “Teaching Load™ document!

Select = 0

Back Save and Exit Save and Continue

Save the Word document to your desktop with the format lastname_teachingload_2018. Complete
the form with your teaching load, extra assignments, and course releases.

“fie | A Ma- B E-iS-NE- BT BT AsBBC AaBBCel AaBhCH AaBbCel .‘r_\ats
¥ Foumat Painter B T U e X X "‘-I’?'ﬁ.' = E- L - Thormal 1 Mo Sp Heading 1 Heading 3 Th
s
Lalelfo 1 2eooi 3 oot S AR
TEACHING LOAD

List AN Coursss And Labs Taught fof this APpraisal Pencd
Bumenar = Falll = Bpring

Examgle
Sgemay ik WG 1301

| Lecare

3
Semmer 118 Daningss 100 1 | Lociew
¥all 016 HEG1 ] e

“Locture, Lah, Clinkcal, #ic.

Lish All Courie Ribkatis of Bl Sarv

168 Agresmants 157 the Appeatial Peiod
_“Cnurs Helaasss sndior Serics Stipand Cmacyiptic 0 |

. and |

| Servicn Laaming Coordinat - | FalvEprng 200718
Pt Lason and M LN CRTE Fall Spring 201818

6 Faculty Self-Assessment



Faculty Annual Performance Appraisal @
(2018-2019) o

' Click the Options button
and select Attachments
from the drop-down
menu to upload your
Teaching Load (maximum
file size of 1 MB).

Faculty Name
Position
eaching Load 9/1/2018-8/31/2019

Teaching Load

INSTRUCTIONS

Step 1: Please use the following “Teaching Load Template™ to list all the courses and labs taught, as well as all course
releases or extra service agreements for the appraisal period

Step 2: Save the completed template to your local drive.

Step 3: Attach the completed Teaching Load document to this review by using the “OPTIONS™ drop-down button located
at the top right of this page.

Have you completed and attached the “Teaching Load™ document?

Select - |9
Back Save and Exit
Upload the file to your self-assessment. You will be able to confirm that your Word

document is attached. Click Save.

Attachments

Attachments

al=| ™ @ y Teaching_Load.docx
Choose File

e

Cance' E

Teaching Load

INSTRUCTIOMNS

Step 1t Flass we the following “Taaching Load Templune™ to kst all the courses and labs tausght, s well as all courss
releaves o exira service agoeements for the appraisal period.

Verify that you have attached your file. If  si sue e comptetad tomptate 0 your ocat e,

. . 58 3t Artach the compheted Teachang Load document 1o this reveew by wsi the "OPTIONS™ diop-down bulton locatsd
you have attached the file, click Yes from — wiewpmomtoriepuge. e "
the drop-down menu. Click Save and

Continue.

Have you completed and attached the ~“Teaching Load ™ document?

Back Save and Exit Save and Continue

7 Faculty Self-Assessment



Faculty Competency

Self-Assessment

The next step in the performance appraisal process is to complete your self-assessment. This is your
opportunity to provide your supervisor with feedback on your performance by providing comments
in Council on Excellence criteria (Teaching, Advising and Supporting Students, Professional
Development, and College Service).

Note: You can expedite the process by copying and pasting from a Word document. You can also type
your comments in each area.

Faculty Annual Performance Appraisal
(2018-2019)

Faculty Name
Position “
. 9/1/2018-8/31/2019 o
[ 14%
FROULTY COMPETENC |

Optiors ™

FACULTY COMPETEMNCY SELF-ASSESSMENT

INETRUCTIONS

The facubly annual self-assesment affonds Taoully an opporiueity to provide their superviser a ccenprehersive summany
of accoenglishivwnis and contrbutiords to the five areas evaluated in the annual perlormance sopratal. The sef-
kgt fooues on laadhing, sdvising amd supparting sudents, profesiongl developrent, ad college sendos.
Faculty are risporaiile for compliting a sell-sssesement thal provides thilr supenieor with svidencs of professional
accomplishmenis that suppeet the mission and goals of te division, academic depariment, and the insfution.

Faculty will b sbtessid o this criberia for wacolbance i the performars of Paodty "Dl and Respee line™ R i
Ehi categqories o in th et Afver revieaing the Teolty's self-cesssmae, the sepervisss will dvooss from
aarnvang the Tollowing ratings 10 ke e el of sccamplishenent Tor sach of te perlornan Caligonie as well o an
ovatall appraisal rating.

Parformiarse Appeatal Rating:
M . Mawis the Expoected Level of Paerformance
1 - I ovarmint Misded - Does Mot Mt thi Expected Lovel of Parformance

Pt lormnaics Aot Rating Dafinit sis

MEEETS: Execallunci in teaching, rmpardile paricipation in collego serdon, and sctive profdenal growth o aspoecied of
Faculny. O of Bvcire of the wioshds wsasally, freguantly, succeschully, of aMectively applic. Performancs i bully sattactary
Tl majer respects.

IMPROVEMENT MEEDED: Parformance is inconsistent or problematic in one or more arsads of svaluation. One of mane of
i bif s odcaderally, anginally, of inadeguately applic. This rating desoribes pearfarsanc in wiich many of tha jobs
dulhs sl staredaneki are et DUL vlvins [MERoWeITEnT i S OF BoR 6 i Ao 1o Mt the criteris for aolbsic.
Goals P improvanent Bl socompany this appraisal to dearly identity specific hilk o anaas in midd of Imphossmat.

FACLATY SELF-ASSESEMENT
[The Taculty seif-appraisal is comngeised of a set of performance calegories which reflect the principles that guide the
[ ocuciecil oo Ewooall vt it hoiir it pirei v of Ehvie ancoomplishivsents of Taculty in puredt of excellance at Callin College.
Prddithanal categorks ane Fduded which esphacize Colln Colloge cone values and the svaliaition of sammal goals
CHRECTIONS
For aadh parforniBancs Calsgory ailer oithat 3 concise narrathi datement, of 3 bulloted 1, that will prodids yeis
Pssociate Dean or Directar with anoug h information to assiat i in cesssing yposr socomplishmens, inilaties, and
jooriibartice in wach ana
[T By e ysisr s oo, ba Suine 1o i Ohvi diskerigtion of Essemiial Perfommaros Factors that incomporate and
uscribe thi partioalar aspects of excdlonce that ane refectid in D Courdl on Excellenc criberia for ach applicali
parloamande cabegery.
[MOTE: Busier paints mody nar o

8 Faculty Self-Assessment



Counall on Exaslance Criteris for Tesching
prienary ansic of Toos bor an excellent Taculty b inchede thaching [The Bt priority], Supporting soudemts,

gaging in significant college servios, and particpating in submianive professional develogement oppo riuniGes.

Collin Colkige Faoulty Masnkad
Fasciitanict laaining
Comans the fundaswenial body of i tha discipling and how 1o apply that keesiladge
Teackss siudanis how 1o critique, analyse, and build upon that Body of knowledge
Sk DRI how D0 apply ooRapis Jind pronids st e b Semensirites That Knowledge
Ervgloys curresl matonal, apples conbiisgorany reseandh, and uses effective methods of inglFuctian
Priovdi et iisiaieagiul ToddBack 1o Soudeiies in an aMective and Uiy el bhom proce

E EEENTIAL PESFORMANCE FACTORE
wachiing Is the céitral msponsibibny of Tacully meirbers and e most important ara of faoalty evakation. Whils
s Yy wary soimewhiat by disdpline, corain chareoenistien of Teadhieeg o valied shods thi College: well-
plaitited, carefully organized courses; effective delivery of Faterial; chiaf studemt Barming cutsoie sxpiclaicns;
inswalio in Sabject matter and podigogy; course that el progeas Jnd Colksge objectives; salficent
for out-of-claks coract babwsien irotnacior aitd studeits; demons Draled Mo 1o ks 00U LoD
urrent; e of Jppropiate methods of Peedbaok and SIUdent dess el

iy weil and sccomplEhenents in instructional sotivities oy tako on o vty of T, ncieding guiding
indipandeni aimieg Jcrhites Jind studein creative poerfomaince, nlerdeparimeiital osllabornabosn with collidgue,
o drealopiment and inpeovemeant of oarriculum.

e space balow, e either & coreieg narmative Statament oF o Bulleted 1 thal provides o Acesriate Dean o
FeDle With deguate inforsaticn 1o Jsct tit in d8saing Pour sccompliclimemis in laaching during the past
t.

TS
4 EE A H| rm
|-

B I UE®= = T

-
= am

Comments are needed in each area.

9 Faculty Self-Assessment

A summary of the
Council on Excellence
criteria is provided in
each area.

Essential performance
factors and additional
instructions are

provided in each area.

Format comments
using the various
options, as needed.
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Rigpresants the college in th comimmity senviced by t college district
Engagis in profissheally-related community service

Cominits
BIUSNXI,
% oo s B &

EEIENTIAL PERFOAMANCE FACTORE
Faculty mambans choukd be sctvely srgaged In cardos at siiner the program, decartmend, dvicion, or collsgs Il
r & coenbdnation themof. Collsge carvies prosices ooportuniBec for fasuty bo aosrcics a lsadarchip rols and scclst
s Collsge In a.ﬂ.urlgﬁi:bs ncbtuiional ciratsgls goalc and micslon. Charaoterdstios of axcallant cemvica Inoludu
dspandabildy, thoughtfuinscs, soive pariipation and prepsrednace megerding sommitbss accigrrmanbs
» of racoonclbilfty and l=adership roisc; belping profssclonal crganizsicns mast goals; rrulnhu chudant
lorganimtbone reet gosis; and providing coportunibie: for cludemts do Inbsrsct with communiies beyond
|Colisge.

RECTICHE
nbar atther 8 coneles namethe ciadement or o bullsbad et that providec your Accoolats Dean or Dimcior with
|mcaquats Informedion {0 accict Bram in 2 ercdng your level of sngagament in Collsgs Bardos asitditiec doring the
|pact yaar. Inoiude detalisd farrrabon st e fyps of cardos and your robs, with Hile 0F applicable) sc well ac
[Bcting mchisvamesmic and comritaiions sc 8 meull of e cenvica provided.

ez that are expectad of &l SR

Commmes:
B IUGE=«=:x L ;
& @ & & | B

Comments are needed in each area.

Once comments are added
in all areas, click Save and
Continue.

Sawe and Exit
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Faculty Review of

Student Evaluations

Review and provide comments on the student evaluations received during the fiscal year. Contact your
supervisor to obtain access to evaluations. Click Save and Continue when finished.

Faculty Annual Performance Appraisal p—
(2018-2019)
. saqqltv Name \
9/1/2018-8/31/2019 29%

FACULTY REVIEW OF §, I

FACULTY REVIEW OF STUDENT EVALUATIONS:

After reviewing students’ evaluations of your courses, please enter a response that will address or confirm the feedback contained

in them

FACULTY REVIEW OF STUDENT EVALUATIONS

Comments: *

v B @G mES

I have reviewed and concur with the feedback contained within the student evaluations.

Verify Completion of Comments

Verify that you have provided comments for all Council on Excellence criteria and student evaluations
by selecting Yes from the drop-down menu. Click Save and Continue.
Faculty Annual Performance Appraisal Options *
(2018-2019)
Faculty Name

. Position
9/1/2018-8/31/2019
& e

2 a0 cor | Have you added comments in all the sections?

Condirm you have completed il tw sections.

Yes, | have compl

etk st —
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Supporting Documents

Now that you have completed the self-assessment, add evidence to support your comments.

Faculty Annual Performance Appraisal

Options =
(2018-2019)
Faculty Name
Position
9/1/2018-8/31/2019
57%

Supporting Documents View by Competency

OPTIOMAL ATTACHMENTS

File attachment(s) — Facuity may aftoch documents they belisve would support the octivities that are listed/romed in their self-
assessment,

Please Note: Any aitachment(s)

must be original work and may include collaborati
rectly related fo a specific item is documen

ol development such as, conferences o
your teoching or professional activities of Ct
trovel summaries that were submitted for COE or Departmental travel

ops, in addition to th
n. You may also choose to att:

0 of 5 Competencies Tagged %

Back Sawve and Exit

Mo Evidencs has been added.

Add Evidence

Select which Council

on Excellence Criteria
(indicated as competencies

in the system) the evidence
supports. You can select more
than one. Click Save Selected
once chosen.

Note: A competency must be
selected before attaching a
file.

Search Competencies

Search
Refine Search
TEACHING

Note: Faculty professionalism will be assessed

COLLEGE SERVICE

by supervisors. You may add supporting N ——
evidence for professionalism here.

12 Faculty Self-Assessment Cancel




Click Choose File to browse and upload your file (Excel, Word, .JPG and .PDF are accepted). The
maximum file size is 5 MB.

Add Evidence

Evidence Text »

BISU

Compatencies

Select Competency
TEACHING @

File Upload

Choose File

Cancel Add Evidence

Confirm that the document is attached and add a comment under Evidence Text (required) about the
attachment. Click Save Evidence. Add further evidence, as needed. Click Save and Continue.

: ] Faculty Annual Performance Appraisal Options
Edit Evidence (2018-2019)

Faculty Name

Position

9/1/2018-8/31/2019
71%

Evidende Text =

B IS

Supporting Documents View by Competency

OPTIONAL ATTACHMENTS

File attachment(s) - Facul)
assessment

Please Note:

Competencien

Select Competency
1 of 5§ Competendcies Tagged %

ﬁy Supporti -

V Supporting_doc.xlsx S
. Competencies:

Comments:

BISU = £ || ¥

Back Save and Exit
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Evaluation of Professional

Development Goals

Review each previously established professional development goal by selecting the appropriate
accomplishment option from the drop-down menu. Add comments to support your ratings. When
finished, click Save and Continue.

Evaluation of Professional Development Goals

The faculty member will list their goals from the appraisal pericd and indicate the level of accomplishment. Provide explanations
for goals that were partially accomplished or not accomplished.

Professional Development Goal ¥

Complete 12 hours of PhD. coursework.
Evaluation of Professic..,

Status:
Start Date: 9/1/2018
Due Date: 8/31/2019

Select

" Select

Mot Accomplished
Partially Accomplished

Accomplished

| partially accomplished this goal by completing 9 hours of PhD. coursework.

,

14 Faculty Self-Assessment



Goal Setting

Create goals for the new fiscal year. Click Add Goals to begin.

Faculty Annual Performance Appraisal Options *
(2018-2019)

Faculty Name
. Position
9/1/2018-8/31/2019
0
= 5%

Goal Setting Add Goals

Together, the faculty member and Associate Dean/Director should agree on a minimum of three {3) goals for the next academic
year. These goals will be reviewed as part of the following year's Faculty Performance Appraisal. Goals should be related to the
major appraisal areas of Teaching, Service, and Professional Development.

To help guide your goal-setting, keep in mind the S.M.AR.T. approach. Effective goals are:

Goal Setting Specific ~ Measurable ~ Achievable ~ Relevant ~ Time-bound

Before meeting to discuss with your Associate Dean or Director, begin by listing at least three goals for the upcoming

year:
Back Sawve and Exit m
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Create Goals

All figlds marked “*" ars reguired

Title *

Profassional Development: Educational Goal Required: Add a title for your goa|.

Description *

BIUS I =i i Required: Add your detailed goal,
making sure it is specific and
Complete 12 hours of PhD. coursewark. measurable'
Start Date = Due Date *
FEUIR .20 | e REQuired: Add start and end dates to accomplish the goal

(new fiscal year).

Perspective *

Required: Select the goal perspective (Teaching, Service, or Professional Development)
from the drop-down menu (see detail below).

Tasks and Targets

Select ™

T (gpltlor;alz Use this tool to assist with defining goals, if desired (see detail
elow).

Attachments

m Optional: Add supporting documents, if needed.

Required: Click Save. _a E

Perspective Add Tasks or Targets

Perspective *

Add Tasks or Targets

Select =
Descriptian
¥ Szlact
Faculty - Professional Developmen
Faculty - Service
“zculty - Teaching Start Date * Due Date *
E1aff - Departmeant Intiative ofzie | B2 gz | B
Sxaff - ldentifiss with Collin College Core Waluss
St3 ¥ Include Target
Type * Start Value * Target *
Currency ™ | | Sart vaue Target
Select from the Faculty Perspectives. v Camny
. % Cancel m
Use the Add Tasks or Targets tool to assist reger
with defining goals, if desired. o

Days

‘Years
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Repeat the process to create additional goals. When finished, click Submit.
Note: You will not be able to make any changes once the self-assessment is submitted.

Submit Review

17 Faculty Self-Assessment

Faculty Annual Performance Appraisal et
(2018-2019)
Faculty Name
Position
1/2018-8/31/201
9/1/2018-8/31/2019 1009;6
Goal Setting Add Gaals
o F TI:I.";.. u .SIM.| lrul :I 3 F‘l.lllm-u- ulll:lw;lu;ﬁ;l'ul.l-t
T EMLART appic
Spcific ~ Midiiinobds ~ Aclidiealle - RelEeait ~ Tooe- D
Bufore mesting to discuss with yous Asseciates Duan or Direcior begn by Bsting at e teos goals bar the uposening
Professional Divelepamnt Educational Qo -
Stabus ©n e
Start Datee 97172015
Duw Dute: 8,317,202
CommmiLe
BIYVE=Sxx I & £ EE A B A- 1D
5 R

Confirm that you are ready to submit.
If you still need to make changes, click
Cancel. Once finished, click Submit.



Faculty Supervisor Evaluation

Evaluation sections _ o
.. Faculty Annual Performance Appraisal Options *
(na\”gatlon tOOI) (2018-2019)

Faculty Name Your progress

Position
9/1/2018-8/31/2019

Faculty Self-Assessment o

Steps of the performance appraisal

Faculty Supervisor
.&ppr;ursal @
224720 process

18

73 P
el el

Employee Sign-Off

Click Get Started to begin. _

If, at any point, you need to stop work on the evaluation,
make sure to click Save and Exit to save your progress.
Changes will not be saved if you exit without saving or leave
your session idle and are logged out automatically.

Brack Save and Exit Save and Continus
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Review of Faculty Self-Assessment

. , . Faculty Annual Performance Appraisal Options ™
Review faculty’s teaching load by (2018-2019)

clicking Attachments under the

I Faculty Name
. Teching Losd Position
Opt'ons menu. - 9/1/2018-8/31/2019 0/{]
Teaching Load
INSTRUCTIONS
Step 12 Please use the following ~Teaching Load Template™ to list all the courses and labs taught, a5 well as all course
releases or extra service agreements for the appraisal pericd.
Step 21 Save the completed template to your kocal drive.
Step 31 Attach the completed Teaching Load document to this review by using the “OPTIONS™ drog-down button located
at the top right of this page.
Have you completed and attached the Teaching Load™ document?
Faculty Name | (Sqif) Rated: Yes Review AA - VIT-AS Faculty Anrual Performance Appraisal (2018-2019) Tima:
2N8ANY 428 ™"
Back Save and Exit
Faculty Annual Performance Appraisal —

(2018-2019)

Faculty Name =y
Position
9/1/2018-8/31/2019 1 00/6

FACULTY COMPETENCY SELF-ASSESSMENT

1. TEACHING

ngll on Exseliancs Cribaris
ry arades of fovs for an o y
quifcant college servios, e part

ey Faacuity Mberitnsr

nhucly beaching (Eh First priotity), Supporting studsss,
sutestantive [ olesional doslenment appernites.

it il Upon tat by of knowlodge

w e apply oweeps and provide evidonce te demonstrats that knowledge
natusials, appies Conberorany resoardh, and uses effective methods of instruction
Pressidics irsaceriagtul Tosdback 1o shusents in an aMloctive vty st pencos

FACULTY EELF-A B 3E B 3MENT OF TEACHING

EEIENTIAL FERFORAMANCE FACTORE

aachig s tha central responsibibty of Taculty mensbers and e most impertant area of faculty ealaton Whik

Istandasds may vary sonwwhat by disdpling, oertain charactisisties of tradhing are valued acres the College: well-
e, carefully crganimd courses: effectve delbvery of material: chiar studen learring cutcome expectations:

ieworation in subject mattier and pucigogy; couries that meet progeam and Collge objecives; sulficent

ppurtusity for cut-of-tlass ot between iestructor and students: demonstrated effort 1o keep course content

U, Uk of appropriate methods of feedback and STUGGNT ieess et

Review comments regarding Council
e o it i s o e s i e on Excellence criteria. Once finished,
b o et e oo ot et ooy A O click Save and Continue.

Dirwcioe with adeguate information to assit sheneits in teaching during the past
it

: Faculty Name® 5f)
1. TRACHING
Tha Councll on Exalioncs Criterls for Taaching
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Review faculty’s comments on student evaluations. Once finished, click Save and Continue.

Note: You will have the opportunity to comment on student evaluations later in the process.

Faculty Annual Performance Appraisal
(2018-2019)

Faculty Name
. Position
9/1/2018-8/31/2019
[ -

Owpitions ™

FACULTY REVIEW OF STUDENT EVALUATIONS:

Aftor rdwing shudonts’ evalualions of your Coures, phiads antor J responss that will 3ddnecs o conflm th faddbhadck containdd

FACLATY REVIEW OF STUDENT EVALUATIONS

Faculty Name (5ol Rawiow: AA - VT AS Facuity Annual Poriormancs Appraal (2018 2019 Timee 21%2019 S02
Al
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Faculty Competency Assessment

Rate faculty in each Council on Excellence category (Teaching, Advising and Supporting Students,
Professional Development, College Service, and Professionalism) by clicking on the radio buttons
(M for meets expected level of performance or | for improvement needed). Comments are required
for each category. When finished, click Save and Continue.

Note: Click More to see category Note: Professionalism is a category only in the
descriptions and competency examples. supervisor appraisal, not the self-assessment.

PROFESSRORAL IS
1l - ADVISING AND, STUDENTS
Polics, Procedirss and Tims Lnes Profecons interaction
e warachs proleuionally shd cnoriseady with Saleres, faculty sncl 2] including 58yising and sissng sisociss faculty

N T

Understands current career and curriculum options. degree requirements and course transfer information within the discipline
and provides timely and tailored advice to students. s
M

Paribrme dufs. ndregpancibbban in acordarce sith stsblelon pobie, procadures s doparrentsl sapactabang

Helps students with education-based problems and/or directs students to appropriate college resources. *

M I

MISSTS TP I O R e
§ .
Assists students in accessing appropriate college and community resources for non-educational problems. *
M I
by Pl re ard chai, il changss
u
Is available to and approachable by students. *
M
.
st Jriis Finfuabind it ek sl heus
Comments: *
BIUSXX T, == == Font Size A-R
v o« E] # BE= Par sl epurmar o
W
Comments about Advising and supporting here. Note: required. |
Cerarmsli
BIRExw L, S0 4 kA8 Fou o | B - A- B
¥ FEE BS
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Review of Supporting Documents

Review faculty’s supporting documents by clicking the drop-down arrow and selecting Download
Attachment to view each file. When finished, click Save and Continue.

Faculty Annual Performance Appraisal Options *
(2018-2019)

Faculty Name
Position

9/1/2018-8/31/2019
40%

Supporting Documents View by Competency

S rting Documents
UPRSIG Caamm | OPTIONAL ATTACHMENTS

File attachment(s) - Foculty may cttoch documents they believe would support the octivities thor ore listed/nomed in their self-
assessment

Please Note: Any artochment(s) must be original work and may include colioborative work with another faculty member(s)
Artached material must also be directly related to a specific item thot s documented by the foculty member in their self-ocssessment.

ces or workshops, in addition to their ritle(s). please include a
ities at Collin. You may also choose to attach a copy of any

1 of 5 Competencies Tagged %
Faculty Name -
218/201% &:04 AM

Competencies:

TEACHING

— T

_— —
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Assessment of Student Evaluations

Assess student evaluations. Comments are required in all comment boxes. If the Areas of Special
Concern for Immediate Improvement section is not applicable, type “N/A.” When finished, click Save
and Continue.

ASSOCIATE DEAN / DIRECTOR'S ASSESSMENT OF
STUDENT EVALUATIONS

Plies prordcks Bl your ssecsmint bt on Rculty's v of student evaluation of e faculty couns

Student Evaluations - STRENGTHS {required)

ASSOCIATE CEAN / ¥

Studen! Evabastions - AREAS FOR DEVELOPMENT (required)
Comemants
BIUSXx I =: 4 ERAE Fon - - A-B-

s TN

Student Evaluations - AREAS OF SPECIAL CONCERN FOR IMMEDIATE IMPROVEMENT (if applicable)
Commanes *

BIUESXX L =< # ER2 AR Fonu - Em - A~

- == = e
v naE B®

o B —
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Evaluation of Professional

Development Goals

Evaluate goal achievement by selecting from the drop-down menu and providing comments. When
finished, click Save and Continue.

Evaluation of Professional Development Goals

Thaa Tty emiarribosr wall (i theiid s ks Freaim thes appraecall pearicd e o

3 e sl off scerwrrpliecharsat. Prossss apilaramend
W goal. thit wess partally scormplidhed ar nd scoomplidhac
o 2 - et -
RO updialinl Pasie
S O Trek
Bt wrmacar o1 Prcdies Srart Dt 0204
Dua Date: 377172008
Carrrrrmetu
Faculty Name Mt Parmilly fecerplcha Bawiter BE V1107 Fatuley Al Matairiadds Scletigi]
Tavals LU0 V0D SRR
Do o ot 001 vl O O R
BIVWE=" L <2 Eeanm A= @

¥ = T NLE

o et O s Q0. i) e rasisaancl of DOen
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Review Goals for New Fiscal

Year

Review faculty’s goals for the new fiscal year. Edit or delete goals created by faculty and add more
goals, as needed. When finished, click Save and Continue.

Faculty Annual Performance Appraisal
(2018-2019)

Faculty Name
. Position

il o/1/2018-8/31/2019

Click here
Gaal Setting to begin the
e | e e e it et e e e process of
by, Suws, 1ad Featadit ez e e adding a
dimifs i -u-\.:-n::“::-:-r "-|=‘|.:-\. - goal'

Batrn el ag b imms w2 s dmecn el Ema wm Bl by B Ly Baleg of bmcnl Barmm sy bur P g srrarny
P

Click here for

i i sl g - — the option to

— edit or delete
R : a goal.

et Dt

BT Y ER»™E S Ex an - - = - & -
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To add or edit a goal, you will be redirected to the goal screen. When finished, click Save and
Continue.

Create Goals
uired

All figlds marked " are reg
Title *

Professicnal Development: Educational Goal REQUiFEd: Add a title for the goal.

Description *

BIUS I, & Required: Add the detailed goal.

L

Complete 12 hours of PhD. coursewark.

Start Date = Due Date *

Required: Add start and end dates to accomplish the goal
(new fiscal year).

/312020 | B

9/1/2019

Perspective *

Required: Select the goal perspective (Teaching, Service, or Professional Development)
from the drop-down menu (see detail below).

Tasks and Targets

Select ™

T (b)pltlor;alz Use this tool to assist with defining goals, if desired (see detail
elow).

Attachments

m Optional: Add supporting documents, if needed.

Perspective Required: Click Save. _EI E

Perspective * Add Tasks or Targets
Select ™
Add Tasks or Targets
¥ Sslect
ty - Professional Developmen Deseription
y - Service
csculty - Teaching
Staff - Department [nitiative
Start Date * Due Date *
Sesff - |dentifiss with Collin College Core Valuss
o201 | B8 g3z01e | B8
Staff - Job Specific Gos

¥ Include Target

Select from the Faculty Perspectives. w:ea e
Use the Add Tasks or Targets tool to assist v o
with defining goals, if desired. rger o]

Mumber

Hours

Days
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Faculty Overall Evaluation

Select the overall rating from the drop-down menu and provide supporting comments. When finished,
click Submit. Comments are required if the rating of Improvement Needed is given.

Faculty Annual Performance Appraisal
(2018-2019)

Faculty Name

Position
9/1/2018-8/31/2019

80%

FACULTY OVERALL EVALUATION

OVERALL EVALUATION

i
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Faculty Overall Evaluation

Do not submit the review until you have had a one-on-one meeting. Instead, click Save and Exit, print
two copies of the review (under Options and Print Review), and meet for a performance appraisal
discussion.

Faculty Annual Performance Appraisal
(2018-2019)

Faculty Name

. Position
9/1/2018-8/31/2019 90%

Manager and Employee Meeting

*IMPORTANT: FLEASE READ BEFORE CONTINUING*
Managers, complete the following steps before clicking “Submit™:
1. Schedule and conduct a performance review meeting with the employee to discuss the performance appraisa
. t two copies of this review and bring them to the meeting.
3. During the meeting, go over the entire review, provide feedback. and address any employee concemns.
4. Make any necessary changes to this review online and confirm employee’s acceptance at the meeting.

If you have not yet completed steps 1-4, please click “Save and Exit™ - do not click “Submit.”
Dwring the manager-employee meeting, once steps 1-4 are completed:
1. In the presence of the employee, the manager should click “Submit.” The review can no longer be modified.
2. The employee should log in, sign the evaluation, submit. and log out.

Manager and Employe...

Please confirm you have met and Yeviewed your assessment with employee.

Back Save and Exit

Once the meeting is completed and any final changes are made to the review, confirm the meeting
has taken place and click Submit.

Note: Once you hit Submit, the review cannot be changed.

Note: Once you hit Submit, the review will route back to faculty for signature. Faculty will be able to
view all comments and ratings provided by the supervisor but cannot make changes.
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Faculty Signs Appraisal

You have the option to click through all areas to review self-ratings and supervisor ratings/comments.
You can also navigate directly to the signature page.

FaCiity Sl Astessment

Facully Supssnvinor
Evaluation

Employes and Manager
Hiwnsry'

Emplayes Sign-OF

1200

© e 00

Supserviscr Sagn-0HT

If you choose to look through the appraisal, remember these tips

when reviewing your supervisor’s ratings in the faculty competency

assessment:

e Due to system limitations, ratings will not automatically display
within the rating categories in the faculty view.

e To see individual ratings in the faculty view, click Rating History.

e Note: Ratings will automatically display in the supervisor’s view.

Supports student organizations and events

Rating History

Wh en reviewi ng th e su per‘visor,s Is avzilable to and approachable by students and may provide letters of recommendation in support of student success or
education/career objectives

ratings in the faculty competency

assessment, summary ratings are

provided. Rating Histary

Supervisor Name (Manager) Rated: Improvement Needed Rewiew: BKV12D1 Faculty Annual Performance Assessment
Tirne: 1/14/2019 11:33 AM
Improvement needed this category
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When you reach the signature page, type your full name and click Sign to sign off on the appraisal.
Add additional comments, as needed. Click Submit to complete the process.

Faculty Annual Performance Appraisal PR
(2018-2019)

Faculty Name
Position

@ ©/1/2018-8/31/2019 86%

Signatures

haree neviewed and discussed this appraisal with my revies of reviewsr.

Saf

Faculty Name “

s bl —

Your portion of the process is completed. Faculty Annual Performance Appraisal
Now your supervisor will sign off. (2018-2019)

Options ™

Faculty Name

. Position
& 9/1/2018-8/31/2019 100%
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Supervisor Signs Appraisal

You have the option to click through all areas to review faculty self-ratings and your ratings/comments
or navigate directly to the signature page.

Review Step Progression Overview

Faculty Self-Assessment o
Faculty Supervisor Appraii.il'o

Employee Sign-Off o

Supervisor Sign-Off @
22172018

If you choose to review the

appraisal sections, be aware that

ratings automatically display in the _
supervisor’s view of the faculty

competency assessment.

NOte: The facu |ty com petenCy Il - ADVISING AND SUPPORTING STUDENTS

assessment looks different when

faculty view it. If you receive

inq u i ries from facu |ty rega rd i ng Understands current career and curriculum options, degree requirements and course transfer information within the discipline
. ) and provides timely and tailored advice to students.

this section, please refer to page

29 of this training guide. — M

Helps students with education-based problems and/or directs students to appropriate college resources.

More

M |

Assists students in accessing appropriate college and community resources for non-educational problems.

M |

Is available to and approachable by students.

M
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When you reach the signature page, you will see the faculty’s signature and any additional comments
provided. Type your full name and click Sign. Add comments, if needed. Click Submit.

A pop-up will appear, and you will need to
click Submit once more.

Review Discussed Signatures

| have reviewed and discussed this appraisal with my supenvisor or reviewer.

Date:2/19/2019

Submit Review

Associate Dean / Director

BI WS I =i #* || ¥F

Faculty Name (Self) Review: A& - V17-A5 Faculty Annual Performance Appraisal (2018-2019) Time: 2/19/2019

AM
Back Save and Exit m

comments are optional

Faculty Annual Performance Appraisal
(2018-2019)

Options ™
Faculty Name

. Position
i 9/1/2018-8/31/2019 10094

Once submitted, the appraisal process is
complete.
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Worksheet for Goal Setting

SMART Goals
Specific - Measurable - Achievable - Relevant - Time-Bound

Goal Title:

Goal Description:

Start Date: / / End Date: / /

Perspective (circle one): Faculty - Professional Development
Faculty - Service

Faculty - Teaching

Attachments?

Tasks?
Description:

Start Date: / / End Date: / /

Targets?

Type (circle one): Currency
Percentage
Integer
Number
Hours
Days
Years

Start Value: End Value:
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