Final Performance Evaluation: University Staff
Steps for Supervisor

A “Final Performance Evaluation” task will appear in your “My Tasks” box for EACH of your

Boulder

Direct Reports.
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| Why Performance Management Matters

Effective performance management processes like the one in place at CU Boulder can help and achieve

+ Aligning work and resources to clearly defined institutional aspirations and imparatives
+ Establs r ions betveen and sup around work, professional development. and career growth opportunities
+ Reinforcing organizational values

Effectively sefting and reviewing individual employee expectations and closely tying them to the University's Strategic Imperatives not enly enhances performance in an effeciive and
efficient way. but also builds a collaborative refationship between an employee and their supervisor that is focused on using feedback as a professional tool

My Performance Plan My Profile

Performance Evaluation Process

My Inbox
What can | expect this year?

The entire performance management process will consist of
P x i No ltems
1. An initial planning exercise
2 Aformal coaching check-in between supervisars and employess to review plan progress
3 Recommended quanterly check-in coaching sessions
4 Afinal performance evaluation
My Tasks

February-March:
You and your supervisor vill work together to define expectations aligned with the University's Strategic Imperatives

University Staff Final Performance Evaluation for Chip Buffalo 21412019
April-July:

You and your supervisor will occasionally check-in with sach other to review plan progress, providing & collecting feedback through in person, two-way dialogue

October: W

You and your supervisor will formally check-in for the mid-year ceaching task, within Comerstone, and review your progress towards your plan. Updates and comments should be

made within Cornerstone during this formal check-in. Disclaimer

grme Please be advised that the content within the Comnerstone tool is intended for providing performiance management feedback and will not be
Y monitored or considered a resource for policy vi jon reperting purposes. Aliegations of workplace misconduct, FMLA retaliation, nepotism,

You wil be asked to review the progress that you made towards your plan over the past year and will have the option to comment. Your supervisor will be asked to do the same, and a

" 3 2 amorous relationship policy violations, sexual mi: uct, profecied class or or retalation should be reported
final performance evaluation and rating will be assigned e oo St ofecied class dbm - S o e
For a list of confidential and non-confidential campus resources, please refer fo: hitp: lorado. institurtic T -

Ask Questions and Provide Cornerstone Feedback

The use of C for is new to CU Boulder, therefore, we request that you share your thoughts regarding your experiences with this solution. We will
use your feedback to evolve our configuration of Cornerstone to ensure it is meeting the ongeing nesds of our campus.

To provide feedback or request assistance with the Comerstone tool, please fil out the Cornerstone Help Form
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Click on the Task



e Read the Overview

You are currently logged in as Ralphie Buffalo

o Overview

gornerstone
e Click “Get Started”

End of Year Evaluation Task
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University Staff Ratings
e Select a Rating and enter Comments for each Goal, Job Duty, or Competency

Qll University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

University Staff Year Options ™
End Evaluation
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Enter Comments

Back Save andixit Save and Continue

*You may click “Save and Exit” to be able to resume the Task at a later time

e Click “Save and Continue”

End of Year Evaluation Task



Performance Calibration and Reporting
e Select whichever option best applies to your departmental practice

® (PLEASE NOTE: The use of calibration should be applied consistently within a unit; if it is done for one employee, it should be done for all

employees within a unit.

versity of Colorado Boulder

You are currently logged in as Ralphie Buffalo

University Staff Year
End Evaluation
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ﬁ Academic Services Manager
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*You may click “Save and Exit” to be able to resume the Task at a later time
¢ If you use calibration in your unit, run a performance review rating report using the embedded links to
take to your calibration meetings
e Click “Submit”

End of Year Evaluation Task 4



Performance Rating Review Reporting

do Boulder

Users > Proxy 4s Another Ussr =

Performance Review Rating

Displays Performance Review Ratings for a specific review.

USER CRITERIA
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Submit Review Confirmation

Submit Review

e Click “Submit”

End of Year Evaluation Task




Confirmation Page appears!

% University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

University Staff Year Options ¥
End Evaluation

Chip Buffalo
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The Final Evaluation has been sent to your Direct Report for their review

End of Year Evaluation Task 7



Employee/Direct Report Steps

Once your supervisor submits your evaluation you will see One (1) Task appear in your “My Tasks” box

To the U niveﬁy of Colorado Boulder's new

Performance Management boluhon. :
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,i‘ Why Performance Management Matters

Effective performance management processes like the one in place at CU Boulder can help and achieve

| Algping woricund rocaurons i iy deline neiilonal aephaors and mpersie
between and sup around work pment, and career grawth opportunities
- Rbimbxcitiy orgaizational vakies

Effeciively seifing and reviewing individual employee expectations and closely tying them to the University's Strategic Imperatives not only enhances performance in an effective and
efficient way, but also builds a collaborative relationship between an employee and their supervisor that is focused on using feedback as a professional tool.

My Performance Plan My Profile

Performance Evaluation Process

My Inbox
What can | expect this year?

The entire performance management process will consist of
e K . No Items
1. An inital planning exercise

2. A formal coaching check-in between supervisors and employees to review plan progress
3 Recommended quarterly check-in coaching sessions

4. A final performance evaluation

My Tasks

February-March

You and your supervisor will work together to define expectations aligned with the University's Strategic Imperatives Due Date
April-July:
You and your supervisor will occasionally check-in with each other to review plan progress, providing & collecting feedback through in person, two-way dialogue. Your Final Performance Evaluation 242019

October: /
You and your supervisor will formally check-in for the mid-year coaching task, within Comerstone, and review your progress towards your plan. Updates and comments should be

made within Cornerstone during this formal check-in

January:
You will be asked to review the progress that you made towards your plan over the past year and will have the option to comment. Your supervisor will be asked to do the same. and a
final performance evaluation and rating will be assigned.

Disclaimer
Ask Questions and Provide Cornerstone Feedback
Please be advised that the content within the Comerstone tool 5 Intended for providing performance management feedback and i not be
monitored or considered a resource for policy violation reporting purposes. Aliegations of workpiace misconduct, FMLA retaiation, nepotism,
The use of C is new to CU Boulder. thersfors, we request that you shars your thoughts regarding your experiences with this solution. We wil amorous relationship policy violations, sexual miscondct, protecied ciass discrimination or harassment, of retafiation should be reported

use your feedback to emtve our configuration of Cornerstone to ensure it is meeting the ongoing needs of our campus. ihrough established reporting channels: see for ; 11 ou'rw
Fora ist of confidentiaf and nor-confidential campUS /8SOUIEES, Please refer fo:

To provide feadback or request assistance with the Comerston tool, please fill aut the Comnerstone Help Form
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e Click on the Task

End of Year Evaluation Task



e Read the Overview

You are currently logged in as Chip Buffalo
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University Staff Ratings
e Enter Comments

o Boulder

You are currently logged in as Chip Buffalo

University Staff Ratings |
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*You may click “Save and Exit” to be able to resume the Task at a later time

e Click Submit

End of Year Evaluation Task
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Submit Review Confirmation

Submit Review

e Click Submit

End of Year Evaluation Task




Confirmation Page appears!

% University of Colorado Boulder

You are currently logged in as Chip Buffalo

University Staff Year Options
End Evaluation

o Chip Buffalo
. 2/1/2018 - 1/31/2019 TOO%
)
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Your comments and feedback have been submitted to your Supervisor for review

End of Year Evaluation Task 12



Final Departmental Rating and Signoff
Supervisor Steps

Supervisors you will see One (1) Task appear in your “My Tasks” box for EACH of your Direct Reports.
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i Why Performance Management Matters

and achieve

Effective performance management processes like the one in place at CU Boulder can help

- Allging ok and resources 0 lsary defned insiutonal aspraions and imperatves
clear betueen an around work, pment, and career growth opportunities
* Reinforcing organizational vaues

Efiectively setting and reviewing individual employee expectations and closely tying them to the University's Strategic Imperatives not only enhances performance in an effective and
efficient way, but also builds a collaborative relationship between an employee and their supervisor that is focused on using feedback as a professional tool

My Performance Plan My Profile

Performance Evaluation Process

. My Inbox
What can | expect this year?

The entire performance management process will consist of:
. b Y No ltems
1. An initial planning exercise
2 A formal coaching check-in between supervisors and employees o review plan progress
3 Recommended quarterly check-in coaching sessicns
4 Afinal performance evaluation

My Tasks

February-March:
You and your supsrvisor will work together to define expectations aligned with the University's Strategic Imperatives

University Staff Final Performance Evaluation for Chip Buffalo 21412019
April-July:

You and your supervisor will oceasionally check-in with each other to review plan progress, providing & collecting feedback thraugh in person, two-way dialogue

October:
You and your supervisor will formally checkin for the mid-year coaching task, within Comerstane, and review your progress towards your plan. Updates and comments should be
made within Cornerstone during this formal check-in

Please be advised that the content within the Comerstone tool is infended for p 0 e
manitored or considered a resaurce for policy violalion reporting purRDses. Aliegalions of warkplace misconduct, FMLA refaliation, nepotism,
amoraus relstionship policy violations, sexual misconduct, protected class discrimination or harassment, or retalistion shouid be reported
through estabiished reporting channels: see lorado.eduinstiuti ions for campus reporting W"ons
For & iist of confidental and non-confidential campus resources, please refer o

January:
You will be asked o review the progress that you made towards your plan over the past year and will have the option to comment. Your supervisor will be asked to do the same. and a
final performance evaluation and rating will be assigned

Ask Questions and Provide Cornerstone Feedback

The use of C is new to CU Boulder, therefore, we request that you share your thoughts regarding your experiences with this solution. We will
use your feedback to eleve our configuration of Cornerstone to ensure it is meeting the ongoing needs of our campus

To provide feedback or request assistance with the Comerstona tool, please fil out the Comerstone Help Form.
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You will see these tasks appear once the Direct Reports have submitted their comments/feedback.
e Click on the Task

End of Year Evaluation Task



e Read the Overview
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e Click “Get Started”
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Performance Calibration and Reporting
e Review the choice you previously made

You are currently logged in as Ralphie Buffalo

University Staff Year
End Evaluation

Options ¥
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Academic Service:
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e Click “Next”
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Ratings Review
e Review any comments from your direct report, confirm/edit any of your comments or add any

nhecessary comments

You are currently logged in as Ralphie Buffalo

University Staff Year Options ™
End Evaluation
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/1/ 1/31/2019 250/
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*You may click “Save and Exit” to be able to resume the Task at a later time

e Click “Save and Continue”

End of Year Evaluation Task



e Final Departmental Rating
e Select Overall Rating

rado Boulder

You are currently logged in as Ralphie Buffalo

University Staff Year Options ™
End Evaluation

Chip Buffalo
Academic Serv

50%

Final Departmental Rat”.l

he final score, you have the option to view
iew Rating Report.

Overall Rating:

Back Save afid Exit Save and Continue
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fornerstone

*You may click “Save and Exit” to be able to resume the Task at a later time

e Click “Save and Continue”

End of Year Evaluation Task
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Supervisor Final Sign-Off
e Enter your name in the Supervisor text box. This will be your electronic signature to
acknowledge you completed a final performance evaluation for your direct report.

Q" University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

University Staff Year Options ¥
End Evaluation

Chip Buffalo
Academic Services Manager
»- 2/1/2018 - 1/31/2019 75%
1

Supenvisor Sign-Off | Supervisor Sign-Off
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*You may click “Save and Exit” to be able to resume the Task at a later time

e Click “Submit”

End of Year Evaluation Task 18



Submit Review Confirmation

Submit Review

e Click “Submit”

End of Year Evaluation Task




Confirmation Page Appears

% University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

University Staff Year Options ¥
End Evaluation
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Final Evaluation is sent to Direct Report for Final Employee Acknowledgement

End of Year Evaluation Task 20



Employee/Direct Report Steps

Employees will see One (1) Task appear in “My Tasks” box

To the U niveﬁy of Colorado Boulder's new
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,i‘ Why Performance Management Matters

Effective performance management processes like the one in place at CU Boulder can help and achieve

| Algping woricund rocaurons i iy deline neiilonal aephaors and mpersie
between and sup around work pment, and career grawth opportunities
- Rbimbxcitiy orgaizational vakies

Effeciively seifing and reviewing individual employee expectations and closely tying them to the University's Strategic Imperatives not only enhances performance in an effective and
efficient way, but also builds a collaborative relationship between an employee and their supervisor that is focused on using feedback as a professional tool.

My Performance Plan My Profile

Performance Evaluation Process

My Inbox
What can | expect this year?

The entire performance management process will consist of

e K . No Items
1. An inital planning exercise

2. A formal coaching check-in between supervisors and employees to review plan progress
3 Recommended quarterly check-in coaching sessions

4. A final performance evaluation

My Tasks

February-March

You and your supervisor will work together to define expectations aligned with the University's Strategic Imperatives Due Date
April-July:
You and your supervisor will occasionally check-in with each other to review plan progress, providing & collecting feedback through in person, two-way dialogue. Your Final Performance Evaluation 242019

October: /
You and your supervisor will formally check-in for the mid-year coaching task, within Comerstone, and review your progress towards your plan. Updates and comments should be

made within Cornerstone during this formal check-in

January:
You will be asked to review the progress that you made towards your plan over the past year and will have the option to comment. Your supervisor will be asked to do the same. and a
final performance evaluation and rating will be assigned.

Disclaimer
Ask Questions and Provide Cornerstone Feedback

Please be advised that the content within the Comerstone tool 5 Intended for providing performance management feedback and i not be

monitored or considered a resource for policy violation reporting purposes. Aliegations of workpiace misconduct, FMLA retaiation, nepotism,
The use of C is new to CU Boulder. thersfors, we request that you shars your thoughts regarding your experiences with this solution. We wil amorous relationship policy violations, sexual miscondct, protecied ciass discrimination or harassment, of retafiation should be reported

use your feedback to emtve our configuration of Cornerstone to ensure it is meeting the ongoing needs of our campus. ihrough established reporting channels: see for ; 11 ou'rw
Fora ist of confidentiaf and nor-confidential campUS /8SOUIEES, Please refer fo:

To provide feadback or request assistance with the Comerston tool, please fill aut the Comnerstone Help Form
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e Read the Overview
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Review the Ratings from Supervisor

You are currently logged in as Chip Buffalo

University Staff Year Options ™
End Evaluation

Chip Buffalo
Academic Services Manager
1/2018 - 1/31/201

University Staff Ratings |

33%

University Staff Ratings

Supervisors: P
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Evaluation Time:

e Click “Next”
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Review Final Departmental Overall Rating from Supervisor

QI University of Colorado Boulder

You are currently logged in as Chip Buffalo

Options ¥

University Staff Year
End Evaluation

Chip Buffalo
ﬁ Academic Services Manager
ol 2/1/2018 - 1/31/2019 33%
(o]
\

Final Departmental Rating

Final Departmental Ral.‘.l

Weighted A you have the option to view

ide an overall pér!ormance rating for Chip Buffalo.

verage Score: If your department uses goal weighting in determining the final score,
rage scores of your direct reports by running the Performance Review Rating Report

Qverall Rating:

Optional evaluation narrative may be provided below:

018 - 2019 HR-PILOT University Staff Year

4 - Exceeding Expectations Review: 2018

¢l Ralphie Buffalo

r} Rated:4 -
End Evaluation Time: 9/201

019 12:14 PM
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Back Save a

fornerstone
*You may click “Save and Exit” to be able to resume the Task at a later time

e Enter any comments regarding to the Final Overall Rating here
e Click “Save and Continue”
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Employee Acknowledgement

QI Unversity of Colorado Boulder

You are currently logged in as Chip Buffalo

University Staff Year
End Evaluation

Options ¥
Chip Buffalo
ﬁ Academic Services Manager
e 0 /1/2018 - 1/31/2019 670/
(o)
\

Employee Acknowledgment

Employees: Please provide an e-signature to confirm that you have reviewed with your supervis

fornerstone

*You may click “Save and Exit” to be able to resume the Task at a later time

e Enter your name in the Employee text box. This will be your electronic signature
to acknowledge you received your final performance evaluation.

e Click “Submit”

End of Year Evaluation Task 25



Submit Review Confirmation

Submit Review

e Click “Submit”
Final Evaluation is Complete!

University Staff Year End Evaluation report populates for review and saving!

End of Year Evaluation Task




