2024
ANNUAL STAFF EVALUATION PROCESS

MAKE IT HAPPEN,
MAKE IT MATTER!

BE BOLD. Shape the Future.



2024 Annual Staff Evaluation
Process

 Evaluation period is January 1 — December 31,
2023.

* Due date: March 16, 2024
« System is open — December 4, 2023
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Who is Evaluated in the
Electronic System?

* Regular exempt and non-exempt employees who were
employed during the period January 1 — Dec 31, 2023

. Idnqcluding all new hires in that period regardless of their hire
ate

* Faculty, Term, Temporary, Student and Post Doc/GA
employees are not evaluated using this system

. ]If_llectronic evaluations are part of the official personnel
ile.

* Recommended browsers:
* Firefox, Chrome, Safari

* VPN required if working remotely
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Presenter Notes
Presentation Notes
All regular exempt and non-exempt employees must have an electronic evaluation.  Even those hired as late as December.  Those hired on January 1st 2023 and after will not be included in this evaluation period.

You don’t have to print the completed forms and send them to HR for the personnel files.

If you are working remotely, you must VPN to access the system.



Make it Happen, Make it
Matter!

* We make it happen by setting goals, not just during
the annual review, but year-round, as we do our
good work.

* Everything we do matters. All our goals (and the
steps we take to meet them) help NMSU achieve
it’s LEADS 2025 goals.
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Evaluation Zoom Meeting
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Presenter Notes
Presentation Notes
https://twitter.com/i/status/1259931151403290624


Value

* View the performance evaluation process as:

* A chance to build a healthier, happier relationship for
both the employee and supervisor

* One of many tools that help the employee succeed.
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Presenter Notes
Presentation Notes
There’s more value to this process than just performance ratings.  



Purpose (Supervisor)
The staff performance evaluation processes are to:

* Assess and provide feedback about performance
and achievement toward goals, as compared to the
standard

* Establish a clear understanding of the department’s
expected performance and goals

* |dentify key strengths

 Set individual goals and professional development
for the next year
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Presenter Notes
Presentation Notes
The results of this process are used to make informed decisions on employee development, promotion, compensation and succession planning.



Purpose (Employee)
The staff performance evaluation processes are to:

* Discuss accomplishments, projects completed and
challenges (internal and external)

* Clarify any areas of concern regarding expectations
and standards

* Collaborate on goal setting and discuss training or
development opportunities

Feedback during the evaluation meeting should be
both-ways, which leads to better communication and
a relationship of trust.
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Performance Recognition!
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Importance of Recognition!

* Employees
* The simple act of having your achievement

acknowledged is a major boost to your morale and
performance

* |f you receive recognition regularly it is considered
authentic

* It lets you know that your hard work and achievements
aren’t going unnoticed

* When you achieve a goal you feel good. When your
achievement is recognized by others, the feeling is
amplified.
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Presenter Notes
Presentation Notes




Importance of Recognition!

* Supervisors
* Providing recognition
* Improves loyalty
* Helps with employee retention

* Boosts productivity
* Improves morale
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Presenter Notes
Presentation Notes
Employees who feel supported will show loyalty to the organization
Employees who feel valued are more likely to stay
Taking a few minutes to praise will help employees feel appreciated and they will do even more good work
Employees will have a higher sense of well-being and job satisfaction



Evaluation Preparation

Capsyrhght 2003 By Raamadty Glas b
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“Before we begin your performance review, | took the liberty
of ordering you some comfort food.”

BE BOLD. Shape the Future.


http://www.symbiosisonlinepublishing.com/biochemistry/biochemistry10.php
https://creativecommons.org/licenses/by/3.0/

Employee Self-Assessment

* Feedback is essential
* Helps establish a good rapport

« Consider a pre-evaluation meeting to discuss the
self-assessment
« Employee — To discuss content
« Supervisor — To clarify any information

Self-
Assessment
Form
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Presenter Notes
Presentation Notes
This is a form that employee completes, in which you provide feedback to your supervisor on your performance.  There are 7 areas for input, with an additional, “Other comments” box.  This is optional but is highly recommended. The Form is not part of the electronic system and is retrieved from the evaluations website.

As an employee, you don’t have to wait for your supervisor to request the form.


https://hr.nmsu.edu/documents/Self-Assessment-Form_8.11.22.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fopr.nmsu.edu%2Fassets%2Fdocuments%2FSelf_Assessment_Form_OPR.docx&wdOrigin=BROWSELINK
https://hr.nmsu.edu/general-resources/Self-Assessment-Powerpoint-Dec-2022.pdf
https://opr.nmsu.edu/assets/documents/Self_Assessment_Presentation_Completing_a_Self_Assessment_OPR.pdf

Constructive Feedback

* Supervisors:
* Be open to receiving feedback yourself
* Give examples
* Acknowledge what was done well
* Thank employees for their contributions

* Hold employees accountable without blaming or
shaming
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Presenter Notes
Presentation Notes
Accountable, - where the employee fell short, what the expectation is and how you will work together to improve


Constructive Feedback

* Employees:
* Provide specifics about accomplishments
Discuss challenges
Offer suggestions or solutions
Ask questions

Discuss your career path and development
opportunities
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Presenter Notes
Presentation Notes
Challenges might be due to outdated processes, change, external influences, staffing (turnover), training (or lack of)


Performance Ratings



Presenter Notes
Presentation Notes
Why have ratings?  Because they are a way of measuring, and what gets measured gets managed.  The annual review, with cumulative ratings and goal setting is an exercise that keeps leaders focused.  


Core Competencies and Ratings

Achievement Toward NMSU Strategic Goals
Collaboration and Teamwork
Critical Thinking and Problem Solving
Interpersonal Effectiveness
Job Mastery
Organizational Awareness
Resource Management
Results Orientation and Execution
Self Awareness and Accountability
Service and Quality Focus
Valuing Diversity and Inclusion

Leadership
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() UnsuccessfullUnacceptable Performance

{:} Fartially Successful Performance/Meeds Improvement

() Successful/Effective Performance

C} Superior/Highly Effective Performance

() Distinguished Performance and Role Model Status



Presenter Notes
Presentation Notes
On the left are the competencies that are used in the evaluation system. The first eleven competencies apply to both non-exempt and exempt staff.  The “Leadership” competency applies to those who supervise and have a “reports to” in Banner. On the right are the ratings.  As a supervisor, you will rate each competency using the scale on the right.

Supervisors:  Assign a rating for each competency, based on their performance compared to the standard/expectation.

Employees:  It’s really important to understand each competency, so that you are prepared when completing your self-assessment and when receiving your evaluation.



Successful/Effective

Performance consistently meets the critical
requirements of the position, continually achieves
preset goals and performs with distinction.
Performance is reliable and consistent in adding
value to the work unit.
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Presenter Notes
Presentation Notes
This means the employee is doing what they should be doing.
Example Competency – Job Mastery:  Rachel is productive and efficient.  The many tasks associated with her job are completed timely and free of error.  She is reliable and others turn to her when faced with short deadlines or when faced with complex problems.


Superior/Highly Effective

Performance is continually and consistently superior,
and regularly goes beyond what is expected. An
exceptional contributor whose performance exceeds
expectations on a consistent and sustainable basis.
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Presenter Notes
Presentation Notes
Example Category – Collaboration and Teamwork:  Jason consistently leads the team effort without being asked.  He is the first to help others during heavy hire, his coworkers routinely request to work with him, and they look to him for solutions.


Distinguished and Role Model
Status

Clearly and consistently demonstrates extraordinary
and exceptional accomplishment. Performs above
and beyond expectations under exceptional
circumstances. Others in similar roles rarely equal
performance of this caliber.
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Presenter Notes
Presentation Notes
This rating described the star employee!  This person’s performance has a high impact on the operations of the unit.


Receiving a distinguished rating is possible and should be justified in the comments section for the competency.

Example:  Job Mastery - Ms. Nelson was recommended and accepted a role as Mentor due to her unmatched knowledge and coaching skills.  She made a positive impact on new employee success (no turnover) which ultimately created stability and increased efficiency for the unit.


Partially Successful

Performance does not consistently meet or
occasionally falls below what is required of the
position; improvement in specific area is required.

“Success is not final; Failure is not Fatal: It is the courage to
continue that counts.” — Winston S. Churchill
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Presenter Notes
Presentation Notes
Rather than needs improvement this rating acknowledges that some areas, but not all, are successful.

Example:  Organizational Awareness:  Estela was tasked with updating department SOPs.  Although completed, some needed major revisions due to conflicts with other NMSU guidelines.  In the future, Estela should consider and review procedures external to the unit and utilize NMSU partners and their expertise.


Unsuccessful

Performance fails to meet minimum expectations for
this role and immediate and sustained improvement
is required.
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Presenter Notes
Presentation Notes
If an employee is rated as Unsuccessful, it’s expected there has already been a discussion about the deficiencies and work has already begun on ways to improve. An employee should not be surprised to see a rating of Partially Successful or Unsuccessful.

Example – Results Orientation and Execution: Noel consistently completes a significantly lower number of work orders than is required (only 25% of standard).  Of those recorded, many are incomplete.  Because of the constant back-log, others take on additional work orders and tasks, in order to meet the needs of our customers.   


Evaluation Form

4, Interpersonal Effectiveness Rating

Appears unprofessional or negative while interacting with others; shows insensitivity or disrespect to others. O Unsuccessful/Unacceptable Performance

Interactions occasionally seem negative or unprofessional; sometimes appears insensitive or disrespectful to others. O Partially Successful Performance/Needs
Improvement

Consistently communicates with others in a professional, pleasant and cooperative manner; works effectively with co- O Successful/Effective Performance

workers and others.

Regularly demonstrates willingness to compromise and is understanding of others’ viewpoint. O Superior/Highly Effective Performance
Extremely professional and positive in communications and working relationships with all constituents. O Distinguished Performance and Role Model
Status

Evaluator Comments:
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Presenter Notes
Presentation Notes
In the form you will be given guidance for each competency to help you determine the appropriate rating.  This slide is a screen shot of the 4th competency, Interpersonal Effectiveness.  There are descriptions on the left for the rating to its right.  


Setting Goals - SMART

Specific Measurable Relevant Timely



Presenter Notes
Presentation Notes
It’s important when setting goals that they are appropriate for the employee’s work, that they are clearly written and that they can be measured in some way.  Using the SMART method eliminates generalities and guesswork, sets a clear timeline, and makes it easier to track progress and identify missed milestones.



S = Specific

The goal should answer:
* What needs to be accomplished?
* Who’s responsible for it?
* What steps need to be taken to achieve it?
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Presenter Notes
Presentation Notes
An effective goal leaves no room for misinterpretation or vagueness.



M = Measurable

Quantifying goals (making sure they’re measurable)
makes it easier to track progress and know when

you’ve reached the finish line.
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Presenter Notes
Presentation Notes
Completed by the end of the 2nd quarter, decrease waste by 25%, All files are transferred to RMR for destruction


A = Achievable

Goals should be realistic — is the objective something
that can be reasonably obtained? Do you have the
resources and time needed to achieve the goal?
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Presenter Notes
Presentation Notes
This is the point in the process when you give yourself a serious reality check.  Goals for the performance evaluation cycle should be completed within the 12-month calendar year.



R = Relevant

Why are you setting the goal that you are setting? Is
it aligned with your values and your long-term
objectives?
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T = Timely

Determine a timeline. Set a schedule of the steps
needed to accomplish the goal, allowing
opportunities to make adjustments.
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Presenter Notes
Presentation Notes
A time-based goal has a specific time deadline.



Sample SMART Goal

Simple Goal: | want to save money to buy a car.

SMART Goal Components:

eSpecific: | want to save $5,000 for a down payment on a car.

eMeasurable: I'll track my expenses to ensure 15% goes into my savings each month,
and | have a money-saving app to track my action plan.

eAchievable: | spend a lot on expenses that | can do without.

eRelevant: I’'m now using public transportation, walking, biking or Uber.
eTime-bound: I'll have enough in my savings for the car | want in twelve months.

Complete SMART Goal:

I'll start saving 15% of every check and tracking my finances immediately to have $5,000
for a down payment on the car | want in twelve months.
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Presenter Notes
Presentation Notes
A video tutorial has been developed to further illustrate how to convert a simple goal to a SMART Goal.  It’s available on our website, link provided on this slide.

https://opr.nmsu.edu/assets/training-modules/setting-smart-goals/story.html

Staff Evaluation Electronic
System

-----------------------------------
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Electronic Evaluation System
Access

 Office of People Relations

« Performance Management/Annual Evaluations
webpage
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Presenter Notes
Presentation Notes

The first link will take you to the HRS/ELR Evaluations web page, where there is information about the deadline, on-line tools for supervisors and employees, and the button to access the performance management system.  

The 2nd link takes you directly to the performance management system, where you login using your MyNMSU user name and password.  

https://opr.nmsu.edu/performance-management/annual-evaluations/index.html
https://evaluation.nmsu.edu/

System Tutorial and User Guide

A video tutorial, with audio, has been created to walk you through using the
electronic system, as well as a printed step by step user guide.

Employee: The tutorial will show you how to log into the system and how to
access your previous year’s evaluation.

Supervisor: The tutorial will show you how to add your employees to your inbox
and how to start, edit, track and complete/sign the evaluations.
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https://hr.nmsu.edu/general-resources/elr1/story.html
https://opr.nmsu.edu/assets/training-modules/user-guide-eval-app/story.html
https://hr.nmsu.edu/documents/Eval-System-User-Guide-August-2022.pdf
https://opr.nmsu.edu/assets/documents/Eval_System_User_Guide_OPR.pdf

Next Level Review

* The Next Level Supervisor may still want to review
evaluations (outside of the system) prior to
completion, but it is not required as part of the
process.

* A supervisor can download a pdf of the evaluation and
email it to their supervisor for review.
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Performance Evaluation

Flow Chart

STEP 1

Supervisor
completes the
evaluation

Use input
from the Self-
Assessment
Form

STEP 2

Eval can
be edited
after
discussion

Supervisor
meets with
employee to
discuss eval
and set goals
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STEP4

Employee
electronically
signs
evaluation

Employee
receives email
with link to
evaluation

STEP 3

Supervisor
electronically
signs
evaluation



Presenter Notes
Presentation Notes
At Step 2 – The supervisor can save a pdf of the evaluation and send it to the employee prior to the meeting, or provide a copy at the time of the meeting (in person) or share the form during a zoom/teams meeting.

After meeting with the employee, you may decide to edit the evaluation, maybe change a rating, add additional comments, or edit/add goals.

All of this should occur by March 16th



Special Circumstances

* If an employee transfers from one department to
another or changes jobs during 2023:

* The current supervisor does the evaluation in the
system and collaborates with previous supervisor to get
input on performance and progress toward goals

e Cancel any goals that are no longer applicable or were unable
to be completed due to the transfer
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Presenter Notes
Presentation Notes
If the previous supervisor is unavailable (perhaps he/she has retired or left NMSU) there may be another manager who worked with the employee who can provide input, or the employee will be evaluated based on the work done in the current department.


Special Circumstances

* If an employee’s probationary period ends between
December 2023—- February 2024

* Evaluation is completed in the system and is used as
both end of probation and annual

* If a non-exempt employee, the supervisor prints the evaluation
(saves to PDF) after completed and attaches it to the PAF to
end the probationary period
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Presenter Notes
Presentation Notes
The PAF and evaluation are sent to HRS for processing and recordkeeping.


Special Circumstances

* If an employee is on Family Medical Leave or
another leave during the evaluation period:

* Evaluation is completed in the system

 When the employee returns from the leave, the supervisor
reviews the evaluation

* If the return is after the system is closed, the evaluation cannot
be signed in the system. It can be saved as a pdf, printed, and
can be signed by the employee. A signed copy can be provided
to HRS for inclusion into the official personnel file.
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Special Circumstances

* A supervisor leaves NMSU during the evaluation
cycle and doesn’t complete their employee’s
evaluation

 Someone else should be designated to complete the
evaluation.

* The designee can search for the employee and add them to
their inbox, or

* Contact OPR and we can place the evaluation in the supervisor
designee’s inbox.
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Trouble with System Access

* Must use VPN if working off-campus, or on a non-
NMSU network
* Error Code “403 Access Denied”

* |f experiencing problems with access or other system :
* VPN download,

* |CT Help Desk: 575-646-1840

* Virtual helpdesk Zoom meeting ID: icthelpdesk
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https://agit.nmsu.edu/services/vpn.html
mailto:help@nmsu.edu

Survey

* Please take the survey
* One for employees after being evaluated

* One for supervisors (please take only once as a
supervisor)
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Presenter Notes
Presentation Notes
Add language


Resources

Office of People Relations — Performance
Management /Annual Evaluations
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Presenter Notes
Presentation Notes
Open the hyperlink and navigate briefly through the list of resources.  Resources include the User �Guide, Video Tutorial, Completing a Self-Assessment, SMART Goals, FAQs and the paper evaluation form.


https://opr.nmsu.edu/performance-management/annual-evaluations/index.html

Questions

Office of People Relations
575-646-2449
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