NEOGOV Perform

Tenure Track Faculty Evaluation
Step-by-step Instructions

Part | & Il - Tenure Track Faculty
e Enter names of Tenure Review Committee Members

e Enter Self Evaluation and Three-Year Professional Growth Plan

Part lll — Tenure Track Faculty Review and Sign the Evaluation

Part | - Tenure Track Faculty

The Tenure Track faculty will receive an email to provide the names of their tenure review committee
(i.e., Division Chair, Administrator and Tenure Committee Chair).
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Dear Faculty Test

Faculty Test's evaluation is ready for your rating
Click here to rate.
Employee: Faculty Test

Evaluation: Tenure Track Prob Eval Test 9.9.2022
Due Date: 3/1/2023




Log in to Neogov at login.neogov.com

(use Chrome or Microsoft Edge; Internet Explorer and Firefox are not supported)
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Forgot your username or password?

From the Dashboard click on task.
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Click Go to Performance.

You will now be redirected to a Performance

Don't show this message again Go to Performance

In the comments box, enter the names of your Tenure Review Committee: Division Chair, Administrator and
Tenure Committee Chair/Peer. Click Complete Task to submit.
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Title
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Please enter your peer eva uator's name in the comment box below.
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Part Il - Tenure Track Faculty

The next step of the evaluation process will be for the Tenure Track faculty to enter their Self Evaluation
Report and Three-Year Professional Growth Plan. The Tenure Track faculty will receive an email/notification from
Neogov.

Once logged into Neogov click on the first narrative section to begin. If any section is highlighted in red or
has ared A triangle, a rating or comment is required.
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Comments must be entered for each narrative section of the self-evaluation report including the three-year
growth plan.
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After the self-evaluation and three-year professional growth plan has been entered the Submit evaluation button
will turn green when complete and ready to submit.
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Click continue to certify and submit.

You're almost done!

By clicking certify and submit, you confirm that your ra
Is complete and accurate. {nce your rating Is submitted,
you will no longer be able 1o make changes without
administrator assistance.

Faculty T est

Do you wish 10 continue?

After submitting the evaluation (in progress) it can be previewed by selecting Print Preview.
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If applicable, click Print. (Note: the evaluation does not need to be printed since it will be saved in Neogov.)
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Part Il — Tenure Track Faculty to Review and Sign Evaluation

The final step is for the Tenure Track Faculty is to review (see above for print preview) and sign the evaluation. The
Tenure Track Faculty will receive an email notification to log in to Neogov to sign the evaluation.
Select task in Neogov and click sign to continue.

NEOGOV @& Dashboard Q_ search [y & eFacullyTesl v
Employees  Library ~ a3 + O

Counselor Tenure Track Prob Eval Test 9.9.2022
Due Date: Wed. Mar. 01, 2023

&nn-

FT

FACULTY TEST

Position:
Test Position EVALUATION DETAILS EMPLOYEE DETAILS
Department: Current Status: Approva Type: Periodic Position: Test Position Department: DNU-Human Resources
DNU-Human Resources
0] 0]
View Org_Chart
Content Process
Manager(s) —
- indicates a required step
Before Ratings
. . Status
Provide Human Resources Peer Evaluator Due
Completed on
Faculty Test Fri, Sep 9, 2022 09/09/2022
Status

HR to Add Peer Evaluator, Division Chair, and Administr... * p,e

) Completed on
Jennifer Briones Fri, Sep 9, 2022

09/09/2022

Ratings

Click sign to continue.

NEOGQOV ss Dashboard EEH eFacuI(yTesl v
+ O

Employees  Library v o

Acknowledgment Form Go1o Evalustion Details >

EVALUATION NAME DUEDATE
FT fafﬁh\( Test Counselor Tenure Track Prob  Wed. Mar. 01, 2023
rest Position
Eval Test 9.9.2022

Rating Summary © View Other Approvers >

Fr Faculty Test
Test Position
AT Administrator Test

Test Position

pt  PeerEvaluator Test
Test Position

DivisionChair Test

DT
Test Position



Click submit to sign. A confirmation screen will appear that the evaluation was acknowledged.

Sign

Comments

Write comment here..

Please sign your name below

evaluation.

Note: Signing this form does not imply agreement with the content of
the evaluation. The employee may submit a written rebuttal to this

Facalty Tost

Faculty Test
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Comments

Write comment here_.

Please sign your name below

Note: Signing this form does not imply agreement with the content of
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evaluation.
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Auto-Generate Draw Signature
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After the Tenure Track Faculty has signed the evaluation HR will print and include a copy in the faculty’s personnel
file. The Tenure Committee Chair does not need to submit any hardcopies to HR. All evaluations will be saved in
Neogov and can be accessed and printed at any time.
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