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PERFORMANCE ACHIEVEMENT SYSTEM (PAS) 

QUICK NAVIGATION SUMMARY 

http://gsunet.gram.edu/hr/pes.php 

The Office of Human Resources (HR) announces the launch of the online Performance Achievement System 

(PAS). The Performance Achievement System is an online Planning and Evaluative tool for Faculty & Staff 

that will be utilized to complete the annual Planning and Evaluations moving forward. While training will be 

on-going, in brief, performance achievement conceptually defines a process of measuring employee 

performance throughout the year, rather than only at the annual appraisal.  This process ties employee 

performance to the progress of strategic initiatives (i.e. increases in enrollment, increased online academic 

programs, new academic programs, online registration, digital library and learning commons, online personnel 

action forms, online employee onboarding, employee wellness and work-life balance, online classified payroll 

process, awards and recognition, improved grounds and custodial services, strengthened campus security, 

expanded student services). 

As we continue into the 2017-18 academic year, HR will be training university supervisors, staff, and faculty 

in the utilization of the Performance Achievement System. Future communications regarding updates and 

additional training courses and resources will be sent out to the campus and on the PAS Webpage.  We look 

forward to an engaging year of improved communication, performance and enjoyment as we continue to 

prepare our students for a successful future.    

 

DEFINITIONS FOR THE PERFORMANCE ACHIEVEMENT SYSTEM 

Employee--Everyone will have the status of “Employee” in the Performance Achievement System.  All               

employees will have a Planning Session Completed by November 30, 2017. 

Supervisor—Usually refers to a Department Head—The person responsible for ensuring the execution of the 

day-to-day operations of a department.  The Supervisor shall complete the “Plan” and “Evaluation” for persons 

within the department. 

Second Level Supervisor—Usually refers to a Vice President—The person responsible for the ensuring the 

execution of the Division Mission and Goals by the Supervisors within the division. 

 

FOUR STEP PLANNING PROCESS 

Step 1. The Supervisor prepares Work Expectations based on the Division Goals for the year (The Plan) 

Step 2.   The Supervisor submits and discusses the Plans to their Supervisor (Second Level) for Approval  

               and Execution.    

Step 3.   The Supervisor meets with the Employees to discuss the Work Expectations with schedules and  

               timelines.         

Step 4:   The Employees Implement the Plan and the Supervisor Monitors the Plan (Implements a Performance 

              Development Tool, if necessary) 

 

 

http://gsunet.gram.edu/hr/pes.php
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FOUR STEP EVALUATION PROCESS 

Step 1:  The Supervisor prepares the Evaluations based on the Plan 

 

Step 2:  The Supervisor submits the Evaluations to his Supervisor (Second Level) for review and approval. 

Step 3:  The Supervisor meets with the Second Level Supervisor to discuss the Achievements and 

                Expectations not achieved, if any.  (Rewards and Consequences) 

Step 4:  The Supervisor schedules a meeting with the Employees in the Department to discuss the 

                 Achievements and Expectations not achieved, if any.  (Rewards and Consequences) 

 

Login to the Performance Achievement Portal for Planning  

https://gram-sb.peopleadmin.com/portal 

 

 

 

 

 

 

 

 

 

 

https://gram-sb.peopleadmin.com/portal
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Click on “Go To Grambling State University Employee Portal” at the top right hand of the screen 

  

You will begin your online Planning Process for the employees in the department.  Refer to the 

job descriptions and the Mission Statement/Goals for your department.   

 

Your Action Items: This is where any activity needing to be completed by the employee will show.  If 

the employee has nothing currently assigned to them this view will be blank, letting the employee know 
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they have nothing due at that time.  However, each time something is assigned to them, they will 

receive an email notification and that item will show here for them to complete. 

 

You shall begin the process by writing your departments mission and goals. Review the 

employee’s job description to determine if updates or revisions are required to align with 

current Division Goals. 

 

Based on the Departmental Priorities and the Job Description, a Performance Plan with 

timelines and benchmarks is created for the employee(s). The plan must contain detailed 

measurable goals, objectives and deliverables.  List the duties and responsibilities that are 

“Primary” to the position in the Work and Behavior Expectations Tab. 
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Supervisors may use the Bank of Expectations or the Job Description to enter the “Work and 

Behavior Expectations” for the Employees.  If you click on the hyperlink, “Bank of Expectations”, 

you will be redirected to the state site where you can copy and paste the “Work” Expectations 

into the “Plan”. 

 

 

Work Expectations can be cut and pasted into the Plan Document as seen below 
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Once the Work and Behavior Expectations are complete, click on the “Complete” button at the 

bottom of the screen. 

 

 

The Supervisor should ensure that the Plan is accurate before the “Complete” button is clicked. 
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When the Supervisor completes the Plans for the department, they shall arrange a meeting 

with their supervisor (Second Level) to Review and Approve the Plans for the department.  See 

below the Plan has been marked as complete. 

 

When the Second Level Supervisor reviews the Plan, they may “Return” or “Approve” the Plan. 

If the Plan is “Returned”, by the Second Level Supervisor, the Supervisor must resolve the 

“Comments” and resubmit the “Plan” for approval. 
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The Plan is reviewed by the Second Level Supervisor and Returned to the Supervisor with 

Comments.  The Plan cannot move forward to the employee until the comment is resolved and 

returned to the Second Level Supervisor for Approval.  The Plan below is “Returned to the 

Supervisor for revisions. 
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Revisions are made to the Plan by the Supervisor and returned to the Second Level Supervisor 

for Approval.  After the discussion of the Second Level Supervisor Approves the Plan. 

 

 

The Second Level Supervisor reviews the second submission and Approves the Plan. 
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When the Plan has been approved by the Second Level Supervisor a meeting can be scheduled 

by the Supervisor with the employee to discuss the implementation of the Plan. 
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Mrs. Spencer can see her Plan and prepare for the discussion. 
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13 | P a g e  
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Mrs. Spencer can make comments regarding her Plan. 
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When the Plan is acknowledged, the Work and Behavior Expectations are implemented and 

monitored.  Progress Notes and a Performance Development Tool is utilized if necessary. 
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THE EVALUATION PROCESS  

 

  The Supervisor prepares the Evaluations based on the documented Plans 
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18 | P a g e  
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The Supervisor submits the Evaluations to his Supervisor (Second Level) for review and approval. 
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21 | P a g e  
 

 

 

 

 

 

The Supervisor meets with the Second Level Supervisor to discuss the Achievements and Expectations not 

achieved, if any.  (Rewards and Consequences) 
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The Second Level Supervisor Approves the Evaluation 

 

 

 

The Supervisor prepares to meet with the Employee (s) to discuss the Evaluation 
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The Supervisor schedules a meeting with the Employees in the Department to discuss their Achievements and 

Expectations not achieved, if any.  (Rewards and Consequences) (Individual Meetings) 

 

 

 

 

 

 



24 | P a g e  
 

 

The Employees review the Evaluation and Prepare for the Meeting with the Supervisor 

 

 

 

The Employees Review Acknowledges the Plan (Comments are inserted, if necessary) 
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The Evaluation is complete when the Employee Acknowledgement is recorded 

 


