Staff Evaluation “Signature Process”

Once the employee has completed their “Self-Evaluation” and the Supervisor has completed
the “Employees Evaluation” (two separate documents) — Supervisors will conduct the
“Performance Evaluation Meeting.”

After the “Performance Evaluation Meeting” is completed the signature process begins:

Step 1) Supervisor will enter the “Performance Evaluation Meeting” date.

(4] | Employee Comments | Meeting DT/Signature/Comments ' Status Histary |

Eval'Year: 2009 Non-Supervisory Evaluation Position ID: 00003412  Assistant Professor
Employee ID: 10726487 Staff Eval Mon-Superisor 1 Current Status: COMPLETE
Supervisor ID: 10726502 Staff Eval Supervisor 1 Department: Internal Medicine

to: preinfel@hsc.unt.edu
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YWiew Employee Self-Evaluation

Section VIl -- Performance Evaluation Signhatures

Scroll to the bottom to save the evaluation

e After the Performance meeting the supervisor will update the evaluation
in¢luding the meeting's date.

e Both the supervisor and employee will sign the completed performance evaluation
and set-up a follow-up feedback session (HRS recommends a 6-month feedback and
review session (supervisors are encouraged to meet more often as needed and if
time allows).

In arder to sign the evaluation the supervisor needs to provide the perfermance
review meeting information below.

After meeting — select “Yes”
Performance Review Meeting: ¢~ o and enter “Meeting Date”

¥ Yes

Meeting Date IDBH 92008 [+

1 ** Be aware that once you enter the "meeting date” or press the "complete” button for vour employees
’ evaluation --- your employees do have access to review their evaluation. =




Step 2) Employee will be the 1*" individual to sign the evaluation. (**Once the employee signs
the evaluation the document will be locked not allowing any additional changes. Evaluation at
this point can only be re-opened by HRS (Cassandra Molavrh x5091 or Pam Reinfelds x5099). **
Employee’s are able to add comments if they would like (optional). **

Search:
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[ Staff Evaluation Self
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- ity Dictionary *** Employees will select the Evaluation on the 2™ row when signing the final

evaluation. ***
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Eval Year: 20049 Non-Supervisory Evaluation Position Number: 00003412 Assistant Professor
Employee ID: 10726457 Staff Eval,MNon-Supervisor 1 Status: COMPLETE
Supervisor ID: 10726502 Staff Eval,Supervisar 1 Department: |nternal Medicine
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Section VI -- Employee Comments/Signature

Scroll to the bottom to save or complete the evaluation
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Employee Signature

0 The "Employee Signature’ radio button will be enable after the supervisor inserts
the meeting date in the system.

Parformance Review Meeting: © No
Meeting Date

& Yes 0561 852009
Click on the 'Employee Signature” radio button to confirm that you and your supervisor

have met and discuss your evaluation. Click on the "Complete” button to save the
evaluation

Employee Signature: % ves Date : 0Si24/2009

*+ Ermployes signature acknowledges receipt of completed evaluation: it does not necessarily indicate agreerment. *

Complete | Previous Page | rlext Page

*** Employee will select “Yes” and the date will auto populate. Select the “Complete,
button” and once grayed out — the employee has completed the signature process. ***




Step 3) Once the employee has signed the Staff Evaluation the Supervisor has access to sign the
final evaluation. ** Supervisor’s are able to add comments if they would like (optional). **

4] [ Employee Comments [ Meeting DT Signature/Comments % Status History )

Eval Year: 2009 Non-Supervisory Evaluation Position ID: 00003412  Assistant Professor
Employee ID: 10726487 Staff Eval,Mon-Supervisor 1 Current Status: S|GN-BY-EMP
Supernvisor Ik 10726502 Staff Eval,Supervisor 1 Department: Internal Medicine
- 2 to: i
= preinfsl@hsc.unt adu Evaluation Rating Evaluation Instructian Application Help
£ Wiew Emplovee Self-Evaluation

Section VIl -- Performance Evaluation Signatures

Scroll to the bottom to save the evaluation

o After the Performance meeting the supervisor will update the evaluation
including the meeting's date.

° Both the supervisor and employee will sign the completed performance evaluation
and set-up a follow-up feedback session (HRS recommends a 6-month feedback and
review session (supervisors are encouraged to meet more often as needed and if

time allows).

o In order to sign the evaluation the supervisor needs to provide the perfeormance
review meeting infermation below.

Performance Review Meeting: = No
i Yes

Meeting Date |DEJ’1 =Epeduluf=]

& ** Be aware that once yvou enter the "meeting date" or press the "complete" button for vour employess
evaluation --- your employvees do have access to review their evaluation. =

The supervisor will not be able to sign until the employee electronically
signs the evaluation. The department head will be able to sign the
evaluation after the supervisor close it. To close the evaluation click on
the Close/Ready for Dept Head Signature” button

Signature Date
i TN H Lo i
Supenvisor Signature! HNo Yes R GIERE!

Closef/Ready for Dept Head Signature I

Closing Date:

& After closing the evaluation or after the emploves signs ityou will not be able to update it

*** Supervisor will select “Yes” and enter the date. Select the “Close/Ready for Dept head
Signature” and once grayed out — the Supervisor has completed the signature process. At this
point the final evaluation moves to Department Head for final approval before going to HRS. ***

° The supervisor will not be able to sign until the employee electronically
signs the evaluation. The department head will be able to sign the
evaluation after the supervisor close it. To close the evaluation click on
the Close/Ready for Dept Head Signature” button

Signature Date
i i H L [
Supernisor Signature; Mo Yes Toroarsono

ClosefReady for Dept Head Signature I

Closing Dvate: 08/Z4/2009

& After closing the evaluation or after the emploves signs it vou will not be able to update it




Step 4) Once the Supervisor has signed the final evaluation it moves forward to the Department
Head for final approval before the evaluation reaches HRS. *** Do not print hard copies for HRS
--- electronic evaluations are now received through EIS for final review and filing in HRS ***

3
Bvaluation Signature

Eval Year 2009
DeptHeadID 10726516 Staff Eval,Supemisor 15

Supervisor ID Q
Search

View Evaluations:  © Signed  © Readyfor signature < All

The Electronic signature check box is gray out until the supervisor signs the evaluation

Staff Performance Evaluation
Electronic
aluation Type Employee ID Signature Status Reason Date signed Evaluator
on-Supervisony 10726487 Staff Eval Mon-Supervisor r CLOSE-BY-SUP READY-DH-5 Staff Eval Supervisor 1

& save

B
Bvaluation Signature

Eval Year 2009

DeptHeadID 10726516 Staff Eval, Superisor 15
Supervisor ID Q
Search

View Evaluations: * Signed Readyfor signature " Al

The Electronic signature check box is gray out until the supervisor signs the evaluation

Staff Performance Evaluation
Electronic
Evaluation Type Employee ID Signature Status Reason Date signed Evaluator
Wiew Evalualion  wop-Supervisory 10726487 Staff Eval Mon-Supervisor ~ SIGN-BY-HEAD COMPLETE 08/24/2009 Staff Eval Superisor 1
»
Evaluation Signature

Eval Year 2009

DeptHead ID 10726516 Staff Eval, Superisor 15
Supenvisor ID Q
Search

View Evaluations:  © Signed  © Readyfor signature < All

The Electronic signature check hox is gray out until the supervisor signs the evaluation

[Staff Performance Evaluation

Electronic
Evaluation Type Employee ID Signature Status Reason Date signed Evaluator
Wiew Evaluation  won-gSupervisory 10726487 Staff Eval, Mon-Supervisar = SIGM-BY-HEAD COMPLETE  0®/24/2009 Staff Eval Supervisor 1

B save

*** Once the Department Head receives the final evaluations (which can be viewed by selecting
the “Blue Link “View Evaluation” on the left side) the approval process includes checking the final

evaluations and pressing the save button. Once the save button has been pressed the “Electronic
Signature” will gray out and the final evaluation is now in HRS ready for final filing. ---
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