
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.

Gather supporting documents for upload.

Gather details to support goal evaluation for current fiscal year.

Supervisor completes faculty appraisal.

Do not hit the “Submit” button at the end of the process; click “Save 
and Exit.”

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

Appraisal Process Checklist

Type comments for each Council on Excellence criteria.

Obtain student evaluations and type brief narrative.

Consider goals for the new fiscal year. 

Print two copies of the appraisal and all attachments. 

Schedule a one-on-one meeting with faculty. 

Supervisor: Submit the appraisal.

Gather student evaluations and additional documents, as needed. 

Faculty and supervisor sign off on appraisal.

Faculty digitally signs appraisal.

Supervisor digitally signs appraisal.



Accessing the system

Loading FY18-19 Goals

Log into CougarWeb. Click on My Workplace.

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

Launch Cornerstone.

Click Create.  

Accessing the goals menu

Faculty: Adding Goals



Required: Add a title for your goal.

Required: Add your detailed goal, 
making sure it is specific and 
measurable.

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

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

Optional: Use this tool to assist with defining goals, if desired (see next page). 

Optional: Add supporting documents, if needed.

Click Save. 

Use the Add Tasks or Targets tool to assist 
with defining goals, if desired. 

Select from the Faculty Perspectives. 

Perspective Add Tasks or Targets

Creating goals



Using the tasks/targets feature

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

Complete 9 hours of continuing education coursework in advising.

Check the box to 
Include Target.

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

Repeat as needed to add 
intermediate goals/tasks.

When finished, click 
Submit. 



Click Create to add more goals. 

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. 



Accessing the system through CougarWeb
Log into CougarWeb. Click on My Workplace.

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

Launch Cornerstone.

Accessing the system from links in system-generated emails 

Supervisors: Approving Goals

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

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



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.

Accessing goals



A list of pending goals will appear. 

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.

Faculty Name



Faculty Annual Performance 
Appraisal Process

FY2018-2019



Process Overview

2 Process Overview

Faculty Performance Appraisal Process

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. 

01

Faculty                      
Self-Assessment

includes teaching load, 
supporting documents, 

comments regarding 
Council on Excellence 

criteria, review of 
student evaluations, 
goal evaluation, and 

goal setting

02

Faculty               
Supervisor Appraisal 

includes ratings in 
Council on Excellence 
criteria, assessment of 
student evaluations, 

previous goal evaluation, 
new goal review, overall 
performance evaluation, 
and one-on-one meeting

03
Faculty Signature 04  

Supervisor Signature



Log into CougarWeb.

Accessing Performance Appraisal 
System

Click on My Workplace.

Once Cornerstone is launched, an action items table is visible on the right-hand 
side. Click on Annual Performance Self-Assessment to begin.  

3 Accessing the System

Launch Cornerstone.



Key system features

If, at any point, you need to stop work on your 
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. 

Steps of the performance appraisal 
process

Your progress

Faculty Self-Assessment

Self-assessment sections
(navigation tool)

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

Faculty Annual Performance Appraisal 
(2018-2019)

4 Faculty Self-Assessment



Getting Started

Click Get Started to begin.

Tips: 
•	 Create a Word document with your comments for Council on Excellence 

criteria; these can be copied and pasted into the self-assessment. 
•	 Have all supporting documents for your assessment ready for upload.

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

Faculty Annual Performance Appraisal 
(2018-2019)

5 Faculty Self-Assessment



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. 

Obtain the 
Teaching 
Load 
Template.

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.

Teaching Load

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

Faculty Annual Performance Appraisal 
(2018-2019)

6 Faculty Self-Assessment



Upload the file to your self-assessment. You will be able to confirm that your Word 
document is attached. Click Save. 

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

Verify that you have attached your file. If 
you have attached the file, click Yes from 
the drop-down menu. Click Save and 
Continue.

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

Faculty Annual Performance Appraisal 
(2018-2019)

Teaching_Load.docx

7 Faculty 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 Competency 
Self-Assessment

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

Faculty Annual Performance Appraisal 
(2018-2019)

8 Faculty Self-Assessment



Format comments 
using the various 
options, as needed.

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

Essential performance 
factors and additional 
instructions are 
provided in each area. 

Comments are needed in each area.

9 Faculty Self-Assessment



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

Comments are needed in each area.

Comments are needed in each section.

10 Faculty Self-Assessment



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 Review of 
Student Evaluations

Verify Completion of Comments

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

Faculty Annual Performance Appraisal 
(2018-2019)

Faculty Annual Performance Appraisal 
(2018-2019)

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

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.

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

11 Faculty Self-Assessment



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

Supporting Documents

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. 

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

Faculty Annual Performance Appraisal 
(2018-2019)

Note: Faculty professionalism will be assessed 
by supervisors. You may add supporting 
evidence for professionalism here.  

12 Faculty Self-Assessment



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

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 Name
 Position

Supporting_doc.xlsx

Supporting_doc.xlsx

9/1/2018-8/31/2019

Faculty Annual Performance Appraisal 
(2018-2019)

13 Faculty Self-Assessment



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.

Complete 12 hours of PhD. coursework. 

Professional Development Goal

9/1/2018
8/31/2019

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

15 Faculty Self-Assessment

Faculty Annual Performance Appraisal 
(2018-2019)



Required: Add a title for your goal.

Required: Add your detailed goal, 
making sure it is specific and 
measurable.

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

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

Optional: Use this tool to assist with defining goals, if desired (see detail 
below). 

Optional: Add supporting documents, if needed.

Required: Click Save. 

Use the Add Tasks or Targets tool to assist 
with defining goals, if desired. 

Select from the Faculty Perspectives. 

16 Faculty Self-Assessment

Perspective Add Tasks or Targets



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. 

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

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

Faculty Annual Performance Appraisal 
(2018-2019)

17 Faculty Self-Assessment



Faculty Supervisor Evaluation 

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

Faculty Annual Performance Appraisal 
(2018-2019)

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. 

Click Get Started to begin.

Steps of the performance appraisal 
process

Your progress

Evaluation sections 
(navigation tool)

18 Faculty Supervisor Evaluation



Review faculty’s teaching load by 
clicking Attachments under the 
Options menu. 

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

Review of Faculty Self-Assessment

Faculty Annual Performance Appraisal 
(2018-2019)

 Faculty Name

Review comments regarding Council 
on Excellence criteria. Once finished, 
click Save and Continue.

19 Faculty Supervisor Evaluation

 Faculty Name
 Position

Faculty Annual Performance Appraisal 
(2018-2019)

 9/1/2018-8/31/2019

 Faculty Name



 Faculty Name

 Faculty Name
 Position

Faculty Annual Performance Appraisal 
(2018-2019)

 9/1/2018-8/31/2019

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. 

20 Faculty Supervisor Evaluation



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 I for improvement needed). Comments are required 
for each category. When finished, click Save and Continue.

Faculty Competency Assessment

Note: Professionalism is a category only in the 
supervisor appraisal, not the self-assessment. 

21 Faculty Supervisor Evaluation

Note: Click More to see category 
descriptions and competency examples. 



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 Name
 Position

Faculty Annual Performance Appraisal 
(2018-2019)

 9/1/2018-8/31/2019

 Faculty Name

22 Faculty Supervisor Evaluation



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. 

23 Faculty Supervisor Evaluation



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

Faculty Name

24 Faculty Supervisor Evaluation



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 Name
 Position

Faculty Annual Performance Appraisal 
(2018-2019)

 9/1/2018-8/31/2019

Click here 
to begin the 
process of 
adding a 
goal. 

Click here for 
the option to 
edit or delete 
a goal.

25 Faculty Supervisor Evaluation



Required: Add a title for the goal.

Required: Add the detailed goal.

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

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

Optional: Use this tool to assist with defining goals, if desired (see detail 
below). 

Optional: Add supporting documents, if needed.

Required: Click Save.

Use the Add Tasks or Targets tool to assist 
with defining goals, if desired. 

Select from the Faculty Perspectives. 

To add or edit a goal, you will be redirected to the goal screen. When finished, click Save and 
Continue.

26 Faculty Supervisor Evaluation

Perspective
Add Tasks or Targets



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 Name
 Position

Faculty Annual Performance Appraisal 
(2018-2019)

 9/1/2018-8/31/2019

27 Faculty Supervisor 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 Name
 Position
 9/1/2018-8/31/2019

Faculty Annual Performance Appraisal 
(2018-2019)

28 Faculty Supervisor Evaluation

Faculty Overall Evaluation

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. 



Faculty Signs Appraisal

When reviewing the supervisor’s 
ratings in the faculty competency 
assessment, summary ratings are 
provided. 

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. 

 Supervisor Name

If you choose to look through the appraisal, remember these tips 
when reviewing your supervisor’s ratings in the faculty competency 
assessment: 
•	 Due to system limitations, ratings will not automatically display 

within the rating categories in the faculty view. 
•	 To see individual ratings in the faculty view, click Rating History. 
•	 Note: Ratings will automatically display in the supervisor’s view. 

29 Faculty Signature



Faculty Name

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

Faculty Annual Performance Appraisal 
(2018-2019)

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. 

Your portion of the process is completed. 
Now your supervisor will sign off. 

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

Faculty Annual Performance Appraisal 
(2018-2019)

30 Faculty Signature



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. 

31 Supervisor Signature

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 faculty competency 
assessment looks different when 
faculty view it. If you receive 
inquiries from faculty regarding 
this section, please refer to page 
29 of this training guide.



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

Faculty Annual Performance Appraisal 
(2018-2019)

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. 

Supervisor Name

 Faculty Name

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

32 Supervisor Signature

Once submitted, the appraisal process is 
complete.



Worksheet for Goal Setting

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: _______

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