NEOGOV Perform

Tenured Faculty Evaluation
Step-by-step Instructions

Part | — Tenured Faculty
e Enter names of Evaluators (Division Chair, Administrator and Peer)

Part Il - Committee Evaluation
e Division Chair, Administrator and Peer Evaluation Steps
Part Il — Review and Sign the Evaluation

o Al

Part | - Tenured Faculty

The Tenured faculty will receive an email to provide the names of their evaluators
(i.e., Division Chair, Administrator and Peer).

Evaluation 1 Eval Test 9.9.2022 for Faculty Test is now ready for rating Close \
‘ T Delete ‘ ‘ 5 Achive
From:  System - Evaluation Ready For Rating
To:  Faculy Test
Subject:  Evaluatic Test 9.9.2022 for Faculty Test 1s now ready for raiing

Sent:  09/09/2022 112614

B \ 0G0V

Dear Faculty Test

Faculty Test's evaluation is ready for your rating.

Click here to rate.

Employee Faculty Test

Evaluation: ) Eval Test 9.9.2022
Dug Date: 3172023

A
GLENDALE




Log in to Neogov at login.neogov.com

(use Chrome or Microsoft Edge; Internet Explorer and Firefox are not supported)

<« c ‘Q O a https://login.neogov.com/signin?siteCode=PE

@ Getting Started  [{] Neogov

NEOGOV

Username

victorlam@glendale.edu|

Password

All fields are required

From the Dashboard click on task.

NEOGOV Dashboard | O
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Dashboard My Onboarding
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Faculty Test

Test Position
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2 My Tasks View All Tasks (3)
My Profile
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e Late

Quick Actions

g Write a Journal entry >

il Repons
TASKS
¢ View my current evaluation >

[Z PERFORMANCE . EVALUATION
FT Sign March 23 Dema for Facuky Test Due 1W25/22
Foryou - March 22 Demo

Dua 04/25/23

FT.  Sign Composite Example Evaluation for Faculty Test
Eor you « Compatite Example Evaluation

¢ PERFORMANCE . RATING Due 0214723

FT  Rating For Facuity Test's Counselor Tenure Track Prob Eval Test 9.9.2022 [y

nseior Tenure Track Proo Eval Test 9.92022

For you « Ct


https://login.neogov.com/

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 Division Chair, Administrator and Peer. Click Complete Task to submit.

Task Detall
Tenure Track Counselor Test 9.28 Titia o
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EER -
FACULTY TEST Dus Date
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Typer Periacie Pending Diepad
Wigw Org Chart
0]
Manageris) Content Peocess

wrl
] MAHRATIVE SECTION | TEXT omy (D)

Self-Evaluation Report - Mon-Tenured Contract Faculty

Swderm Comnet

frimnaicnal Senice.




Title
Provide Human Resources Evaluator

Related to
Tenure Test 928

Due Date
10/05/2022

Description
Please enter your evaluator's name in the comment box below.

Comments

Division Chair - (enter name)
Administrator - (enter name)

Peer - (enter name]|

Part Il —Evaluator Steps

Division Chair, Administrator and Peer will receive an email/notification from Neogov to enter their ratings/comments
for the faculty.

Evaluation Eval Test 9.9.2022 for Faculty Test is now ready for rating E3 | -

1] Delete ‘ T Archive

From:  System - Evaluation Ready For Rating

To:  Faculty Test
Subject:  Evaluation Sengita Tenure Track Prob Eval Test 3.9.2022 for Faculty TestIs now reedy for rating
Sent  0G/08/2022 113614

Message Text: N EOG OV

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

Employee: Faculty Test

Evaluation b Eval Test 9.9.2022
Due Date: 3/1/2023
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Log in to Neogov at login.neogov.com

(use Chrome or Microsoft Edge; Internet Explorer and Firefox are not supported)

“2 ¢ O & nitpsd
@ Getting Started [ Meogen

NEOGOV
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viclonam@glendale. edy

Password

900000090

AR fields ore required

From the Dashboard click on the applicable task.

NEOGOV 38 Dashboard | Q) Q oot it

BT < Dashboard
Dashboard My Onboarding
PeerEvaluator Test
Tos osition
[OTTA—"
My Prostite
= My Tasks Vw28 Tasks (1 Ewople

¥our Monoger and Direct Reports will tipicy here.
| % Dachbasrd

= s OVERALL STATUS
& Pecple Quick Actions
1 0 Write a Journal entry »
P Perfarmance Cnaer Lot
TASKS
§¢ PERFORMANCE « RATING Due 021149720

T} Rating For Facully Tes

For Faculty Tes

Click Go to Performance.

Youwell e b secinctit to B Peddormance

Dot show this messace soain KETERTEECE R



https://login.neogov.com/

Click on the first rating to begin. If any section is highlighted in red or has a red A triangle, a rating or comment
is required.

NECGOV

Employess  Library ~ h @ + @&

¢ B o Evstuation Detas Ovecal Rating Mot Avaiinblo  [ETENESEg]

Narrative Comments
{Requirad for EX, MT, NI ar
UNE

1. Commuinkeatos cloarly and affoctively

Evidence of Student
Loarning i 2. Organizos class & course material 1o faster student learning

e

Evidence of Student
Learning Narrathve

Commaents (Required for 3. Demonstrates mastery & currency of cantent
EX, MT. NI or UNE

Relationship with Students,
S1aft, and Colloagues

4 Uses ling time and/er I diated options in an offoctive manner

Relntionship with Stuidents
Staff and Colloagues
Rarrative Comments
{Raquired fer EX, MT, NI &r
UNE

Select a rating, comments are optional. Click next to continue.

COMPETEMCY SECTION

@ Presentation Performance

Ovaerall Rating Not Available
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Overall Rating Net Avallable
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Click next to continue.

o COMPETENCY SECTION

W Presentation Performance

Overall Rating Not Available

2. Organizes class & course material to foster student learning

Reviewer Entries 2 =i Expgnd  ~

* Fielas st required

RATING SCALE (Z] COMMENTS

B i M & = T =T @
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) Unsatistactory
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N

For Narrative Sections - comments are required for ratings of Exceeds, Meets, Needs Improvement or Unsatisfactory.
Enter comment and click next to continue.

E MARRATIVE SECTION

Presentation Performance Narrative Comments (Required for EX, MT, Nl or UN):

Ovarall Rating Not Available

» &

Roviower Entrles 2 wrines Expamd ~

Presentation Performance Narrative Comments (Required for EX, MT, Nl or UN):
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Enter comment, click next to continue.

E NARBATIVE $ECTION

Evidence of Student Learning Narrative Comments (Required for EX, MT, NI or UN):

Overall Rating Net Avallable

Evidence of Student Learning Narrative Comments (Required for EX, MT, NI or UN):
Reviewer Entrles 3 ereies Expid

Foirichs ave required

[Z] COMMENTS *

B i U & FF =0

Review each section and make any edits as needed. Click Submit Evaluation to continue.
Note: once the evaluation has been submitted no edits/changes can be made.
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Click continue to confirm submission.

You're almost done!

By clicking cantify and submit, you confirm that your rating
is complete and accurate. Once your rating is submitted,
you will no longer be able to make changes without

administrator assistance.

FPeerCoaluator T est

Do you wish to continue?

By -

Success!

Your evaluation for Faculty Test has been submitted.

Once all evaluators have completed their evaluation each evaluator will receive a notification to login to
Neogov to sign the evaluation. Select the task and click sign to continue.

NEOGOVY @& Dashboard

Counselor Tenure Track Prob Eval Test 9.9.2022

Due Date: Wed. Mar 01, 2023

FT

FACULTY TEST

Pasition:
Test Bosition

Dapartment.
ONU-Heman Besaa

OMPETENCY SECTION | GOCD SCALE

Presentation Performance

mems Description



Click sign to continue.

NEOGOY a8 Dashboard Sl - R T ep.:\-s-.m.m-:-h:.‘

Employees  Library o

Acknowledgment Form G 1o Evalusatien: Detals >
EUALUATION MALE 0
B Foculty Test Counselor Tenure Track Prot Wedl. Mar, O1, 2073 v
st Pasitian
Eval Test 9.9.2022 Sign

Rating Summary

pr  Faculty Test
Tost Position

ar  Administrator Test
Teost Position

pr  PeerBvaluator Test
Tost Position

or  DivisionChair Test
Tost Position

Click submit to continue.

Sign Cancel m

Commarts

Employees  Liary -

Acknowledgment Form

5 LT B rar
Faculty Test Counselo Tenure Track Prob  Wed. Mar. 01, 2023
"l_'/ Tost Positlan
Eval Test 992022

Pleate sign your name below

Rating Summary

At Administrator Test
Tost Pasition

pr PeerEvaluator Test
Tout Pashion

pr  DivisionChair Test
Tast Poshion

After all evaluators have signed the evaluation, a print preview is available to review the entire evaluation.
Note: printing the evaluation is not required as it will be saved in Neogov.
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Counselor Tenure Track Prob Eval Test 9.9.2022
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NEOGOY &8 Dashboard
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B 1exisstion Print Preview Go To Fualustion Detuils | m

Settings
Direct Manager:
Faculty Test ABminsrane: Test

Counseler Tenure Track Prob Eval Test 2.5.2022
Due Date: Wed, Mar 1. 2023

Ganaral Information

Pasition Diviston Evaluation Typo
Test Pasaon Furniodic
Dopartmant Class Spes

DNU-Human Resources

Ratings Summary :

Rater Type Oversll Rating

Meets  professional

PacrEvaluator Test o
standards

If the evaluation does not open to print, check if pop-ups are disabled.

X
Pop-ups blocked:

= httpsy//performancen...-478c-afe3-9fcad 7i2c38d
» https:y//performance....47 1d-abfb-38cb4b65138d

(Rt}

® Always allow pop-ups and redirects from hitpsy//
performance.necgov.com

Continue blocking

L TETFAERAR ¥

L.m 1

Part Ill - Tenured Faculty to Review and Sign Evaluation

The final step is for the Tenured Faculty to review (see above for print preview) and sign the evaluation. The Tenured
Faculty will receive an email notification to log in to Neogov to sign the evaluation.

Select task in Neogov and click sign to continue.

= ° Freulty Tost

NEQGOV &a Dashboard

Employess  Libeary

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

FT

FACULTY TEST
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DNU-Human
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Manage(s)
s d

ar

Beafare Ratings

Provide Human Resources Peer Evaluator *

Foculty Test i Sop &, 3022
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Click sign to continue.

Dashboard

Employees  Libracy

Acknowledgment Form I ——

selor Temure Track Prob - Wed. Mar 0, 2023

FT Faculty Test

Test Posizion

= Wiew Other Approvers

Rating Summary

FT | Faculty Test
Test Pasition

ar  Administrator Test
Test Position

pr  PeerEvaluator Test
Test Posiien

oT DivisionChair Test
Test Position

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

Slgn Cancel |

Empioyecs  Libmaey

o Comments

Acknowledgment Form

= e ourcare
\m Paclihy Test Counselor Tenure Track Prob  Wed. Mar. 01, 2023
i Teat Positian

- Eval Test 9.9.2022

Ploass sign yaur name balew

Rating Summary

i s
I
Facudty T est

Facutty Test
Test Position

ar  Administrator Test

Sign

Comments

Please sign your name below

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

Faculty T est
Faculty Test September 14, 2022

Auto-Generate Draw Signature
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After the Tenured Faculty has signed the evaluation HR will print and include a copy in the faculty’s personnel file. The
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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