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PERFORMANCE ACHIEVEMENT SYSTEM (PAS)
QUICK NANMSATION SUMMARY

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

The Office of Human Resources (H&)nounces the launch of the online Performance Achievement System
(PAS). The Performance Achievem@&ystem is an online Planning andaiative tool for Faculty &taff

that will be utilized to complete the annidanning and #aluations moving forwardVhile training will be
onrgoing, in brief, performance achieverhennceptually defines a procedsmeasuring employee
performance throughout the year, rather than only at the annuaisapbpihis process ties employee
performance to the progress afsegic initiativegi.e. increases ianrollment, increaseahline academic
programsnew academic programs, online registratidigital library and learninganmonsonline personnel
action forms, onlinemployee aboardingemployee wellness andork-life balancepnline classified payroll
process, awardand recognitionimproved grounds and custodial servicteengthened campus security,
expanded student services).

As we continuénto the 201718 academic yeaHR will be training universitywgpervisors, staff, and faculty
in the utilization of tle Performance Achievement Systdfature communications regarding updates and
additional training courses and resources will be sent out tathpus and on the PAS Webpage. We look
forward to an enaging year of improved communication, performance and enjoyment @anveue to
prepare oustudents for guccessful future.

DEFINITIONS FOR THE PERFORMANCE ACHIEVEMENT SYSTEM

Employee-Ever yone wi || have the status of AEmMployeeod i
employees will have a Planning Session Completed by November 30, 2017.

Supervisord Usually refers to a Department Héadhe erson responsible for ensuritige execution of the
daytoday operations of a department. The fwupprsonsvi sor
within the department.

Second Level Supervisad Usually refers t@ Vice Presideidt The person responsible fortiensuring the
execution of thd®ivision Mission ad Goals by the Supervisosgthin 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 Superviseubmitsand discussethe Plaisto theirSupervisoi(Second Level) for Approval
and Eecution.

Step 3 The Supervisor meets with the Emplag/ediscuss the Work Expectations with schedules and
timelines.

Step4: The Employeglmplementthe Plarand the Supervisor Monitotke Plan (Implements a Performance
Development Tool, if necessary)

1| Page

n

C

be


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

FOUR STEP EVALUATION PROCESS
Step 1 The Supervisor prepares the Evaluatioased on the Plan

Step 2 TheSupervisor 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@odsequences)

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 fBtanning

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

< | @ CU62907 Grambling State | EEI Mail - bradleym@gram.ec | 3 Grambling State Universit ‘ 1 Grambling State Universit 5 Grambling State Unive X | 4 = O X I

< - 0@ B gram edu = L&

o Signed out successfully.

Grambling State University

MONICA.BRADLEY

First time here?Request an account

Forgot your password? Request a password resst
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https://gram-sb.peopleadmin.com/portal
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B a CU62907 Grambling State | @2 Mail - bradl gramec | B ing State Universit | 5] Grambling State Universit 5 Grambling State Univi X |+ - o x
& 2 O @ O cocesgamedui * = L e
APPLICANT TRACKING V
Go to Grambiing State University
Postings Applicants Hiring Proposals Onboarding Events | My Profile Help Employee Portal
MONICA BRADLEY, you have 0 messages. IHuman Resources < logout
Welcome to your Online Recruitment System
Shortcuts
Inbox @
View Document Conversions Report
Displaying items for group "Human Resources". Create New Faculty Posting
Postings (0) Users (1) Hiring Proposals (0)  Position Requests (0) Greate New Classified Posting
Create New Unclassified Posting
Job Title Type Current State Owner My Reports
Analytics Dashboards
My Links
) Useful Links
Watch List @
Your Applicant Portal k

You will begin your onlanHanning Rocess for the emplgees in the department. Refer to the
job descriptionsand the Mission Statemef@oalsfor your department.

B 4 | & CU62907 Grambling State | @4 Mail - bradieym@gram.ec | ] Grambling State Universit | 5 Grambling State Universit 5 Grambling State Unive X+ = [m] X I

T N O T S - Y ——— * kL@

Go to Grambling State University Careers Site PeopleAdmin

i) Grambling State University Emj]

Home (4 Performance ~ Hello, MONICA My Account Log Out

Pe” Welcome to the Employee Portal, MONICA BRADLEY
| LD S Your Action Items

Item Description Due Date Status Action

Professional Non-Faculty for AMY MINNIEFIELD Department Head Creates Plan nia View

Professional Non-Faculty for ASHLEY HUDSON Department Head Evaluation nia
Professional Non-Faculty for DEBRA SPENCER Department Head Creates Plan nia
Professional Non-Faculty for TANIKA WHITLEY Department Head Creates Plan n/a View

Showing 1 to 4 of 4 entries

Your Action ItemsThis 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 havenothing due at that time. However, each time something sgrged to them, they will
receive an email notification and that item will show here for them to complete.

You shall bgin the process by writing your departments mission and goals. Review the
SYLX 28SSQa 2206 RS&ONMA LI A 26 arg RquikcGoBIRNMA y S
current Division Goals.

B a N ) CU62907 Grambling | @ Mail - bradleym@gr | 3 Grambling State Uni ‘ ] Grambling State Uni [ Grambling State X = [} Grambling State Uni | 4+ = a X
e O @@ A& gram.edu * = L e o
I Home 4 Performance ~ Hello, MONICA My Account Log Out
@ Help for this page
_ Professional Non-Faculty
Evaluation Type: Focal Review Status:
MONICA BRADLEY Program Timeframe: 09/21/17 to - Last Updated: September 21, 2017 20:26

Supervisor: MONICA BRADLEY
Co-reviewer: Add Co-reviewer
Human Resources

Plan for DEBRA SPENCER Actions -
Overview
Pl 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.
Progress Notes Agency Mission/Goals/Standards Work Expectations Behavior Ex
"% Check spelling
Hist: H H
s Agency Mission/Goals/Standards
My Reviews
Grambling State University's vision is to be a distinguished institution that produces accomplished graduates sought by global employers
My Employees’ Reviews and top-tier graduate and professional schools. particularly in the fields of science, engineering technology, mathematics, business,
_nursing, mass communication, and teacher education

gx BS6PM
©10/15/2017

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, objectiseand deliverablesList the duties and responsibilities that are
Gt NRA Yl NB ¢ (irethe Wirs and Behiakiar Expettations Tab.
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Overview

Plan

Progress Notes
History
@ My Reviews

' My Employees' Reviews
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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.

gram.edu/portal/performance/revie I i_row=204t

Plan for DEBRA SPENCER

Agency Mission/Goals/Standards Work Expectations Behavior Expectations

% Check spelling
Work Expectations

Add at least one work expectation to be reviewed.
Refer to the link below to see a full PES Bank of Expectations provided by the State of Louisiana Department of Civil Service.

Bank of Expectations

You may create a custom work or behavior expectation specific to the individual
Use the "Add Entry” button for each area of review.

Work

Setup Employees in BANNER

] Remove Entry?

A > 7

S|

0K
SQib¥rRZgasSadNI LT &2dz Of A O]
0S NBRANBOGSR G2 GKS adlrasS aaid

Gt Elyéo
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O @

> About Us / Divisions

¢~ Quick Links

Appeals

Comprehensive Public Training
Program (CPTP)

Job Information and Test Finder:

LEO - Louisiana Employees Online

Performance Evaluation System (PES)

Publications, Notifications, Facts &

Figures

SCS Commission
SCS General Circulars
SCS Rules
Subscriptions

Workforce Development

CU62907 Gra | @2 Mail - bradle: | B3

= louisiana.gov/Divisions/Er eRelati expectations.aspx

ling St | E5 Grambling st | 5 Grambling St B Gramb

@ Empl X st [ simple digital

i
<
|
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X

as an example of acceptable expectations for employee evaluations.

Documents and Forms

To find the expectations that are most closely related to your employee's responsibilities you must first select a main
category of either Work Tasks - All Employees, Work Tasks - Supervisory Personnel, or Work Behaviors. After a main
category is selected you may select a sub category, which will be displayed as a drop down list just below and is a subset of
the main category you just selected.

Division Contacts

Work Tasks - All Employees Work Tasks - Supervisory Personnel Work Behaviors

Bank of Expectations for: ‘HUW'\VN RESOURCES AND EMPLOYMENT v

Human Resources Functions

Advises supervisors and managers of their options and responsibilities in taking disciplinary actions.

Assists supervisors and managers by providing routine information relative to the performance evaluation system. Provides notification of deadlines for
completion of evaluation process and follows up to ensure target dates are met.

Collects and compiles statistical data required to prepare reports.

Conducts detailed salary surveys and other research. Analyzes data and determines problem areas. Prepares documentation of findings for submission to
Civil Service.

Correctly and timely posts jobs in LA Careers

Develops and recommends policies, procedures, and long and short-range goals relative to program areas.

Explains alternative solutions to complex allocation or evaluation problems.

May be used as a lead worker over a group of Human Resources Analysts.

May serve as a technical specialist performing in-depth/expanded activities in programs requiring advanced knowledge, skills and abilities.
May serve as coordinator of a special project or initiative.

Meets with Civil Service representatives to solicit advice regarding the most appropriate pay mechanism to address specific pay issues.

Meets with Civil Service to propose revision of salary levels in order to ensure consistency within existing organizational patterns. x
9:34 PM
10, 1

Work Expectations can be cut and pasted into the Plan Document adbekemn
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B a | {8 CU62907 Gra | @4 Mail - bradle: | 3 Grambling St | [ Grambling St 3 Gramblin X @ Employee Re ‘ 3 Grambling St | [ simple digital | + w — [m] K
< > 0O a B gram.edu * ¥ L &

Prepare to convert manual paper process to an
online process by March 31, 2018
| Remove Entry?

Work

Collects and compiles statistical data required
to prepare reports.

[l Remove Entry?

Work

Reconciles employee deductions with the
Payroll Office

[ | Remove Entry?

@ Save Draft m
k

A z 7 I

hyOS (KS 22N)] FyR .SKIGA2NI 9ELISOGI GA2ya
bottom of the screen.

pd
&
O

B a | {8 CU62907 Gra | @4 Mail - bradle: | 3 Grambling St | [ Grambling St 3 Gramblin X @ Employee Re ‘ 3 Grambling St | [ simple digital | + w — [m] K
<« > 0O @ B gramedu w o L &

Add at least one behavior expectation to be reviewed
Refer to the link below to see a full PES Bank of Expectations provided by the State of Louisiana Department of Civil Service.

Bank of Expectations

You may create a custom work or behavior expectation specific to the individual.
Use the "Add Entry” button for each area of review

Behavior

Maintain Confidentiality

[ ] Remove Entry?

Behavior

Professional demeanor

(1 Remove Entry?

¢CKS {dzLISNIA&aA2NJ) aK2dzZZ R SyadaNBE GKFdG GKS tfly Aa
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This site says...

Are you sure you want to complete this plan?

oK Cancel

When theSupervisor completes thelars for the department, theghall arrange a eeting
with their supervisor{Second Levetp Review and Approve the Plafts the department. See
below the Plan has been marked as complete.

B a9 | B CU62907 Gra | @ Mail - bradle: | ] Grambling St | ] Grambling St £ Gramblin X ¢ Employee Rel | 1 Grambling st | [ simple digital | + v - O x I

< 2> 0O e A& gram.edu O ¥ L »

Go to Grambling State University Careers Site ~ PeopleAdmin

] Grambling State University Emj

Home (3 Performance ~ Hello, MONICA My Account Log Out
@ Help for this page

DEBRA SPENCER The Plan has been marked as complete
MONICA BRADLEY .

Professional Non-Faculty
Human Resources Evaluation Type: Focal Review Status:

Program Timeframe: 09/21/17 to - Last Updated: October 15, 2017 21:56

Supervisor: MONICA BRADLEY Last Completed Step: Department Head Creates Plan
Overview Co-reviewer: Add Co-reviewer
Plan

Plan for DEBRA SPENCER

Agency Mission/Goals/Standards

Grambling State University's vision is to be a distinguished institution that produces accomplished graduates sought by global employers and top-tier
graduate and professional schools. particularly in the fields of science, engineering technology, mathematics, business, nursing, mass communication, and
teacher education.

Progress Notes

History

My Reviews

My Employees’ Reviews

When the Second Level Supervisewiews thePlan, th& Y I & dawSddzNyé 2 NJ &a! LILJ
L¥ GKS tfly Aa awSGd2NYySRé>X o0& (GKS {SO2yR [ S@S
G/ 2YYSyGa¢ed yR NBadzoYAl GKS atftlyé F2N I LILINRGD
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B a | & cus2007 | B4 Mail-brz: B Grawr X & Gramblin ‘ G Gramblin | 3 Gramblin | 3 Gramblin ‘ © Employes | 3 Gramblin | 3 simple di | + v — [m] K

« >0 a |6 peopleadrincom/por X kL@
Go to Grambling State University Careers Site PeopleAdmin
i) Grambling State University Emj]
Home (3 Performance ~ Hello, MONICA My Account Log Out
Gl thi
_ Professional Non-Faculty
Suber Evaluation Type: Focal Review Status:
MONICA BRADLEY Program Timeframe: 09/21/17 to - Last Updated: October 15, 2017 23:10
- Supervisor: MONICA BRADLEY Last Completed Step: VP Approval of Plan/Dept Head
- Co-reviewer: Add Co-reviewer Discussion
Human Resources
Plan for DEBRA SPENCER betame
Overview
Pl Based on the Departmental Priorities and the Job Description, a Performance Plan with timelines and benchmarks is created for the employee(s). The
lan

plan must contain detailed measurable goals, objectives and deliverables.

Approver comments from MARTIN LEMELLE

Progress Notes

Approvals & Review the third Work Expectation. It has been eliminated due to technology upgrades.

Acknowledgements

History Agency Mission/Goals/Standards Work Expectations Behavior Expectations

*% Check spelling

13

The Plan is reviewed by the Second Level SupervisoretnchBd to the Supervisor with

Comments. The Plan cannot move forward to the employee until the comment is resolved and
NBGdz2NYySR (2 GKS {SO2yR [ S@OSt { dzZLISNIZAa2NJ F2NJ
Supervisor for revisions.

B a ’ & cu62007 | @ Mail - br: | i Gramblin | @ Gramblin | @ Gramblin | £ Gramblin ] Grar x @ Employec | EJ Gramblin | [Y simple di | + v — (] X
T [g— D& * 2 @

Go to Grambling State University Careers Site ~ PeopleAdmin

B Grambling State University Emj

Home (13 Performance ~ Hello, MARTIN My Account Log Out

@ Help for this page
_ Professional Non-Faculty
Evaluation Type: Focal Review Status:
MONICA BRADLEY Program Timeframe: 09/21/17 to - Last Updated: October 15, 2017 21:56
Supervisor: MONICA BRADLEY Last Completed Step: Department Head Creates Plan
Co-reviewer: N/A

Human Resources

Plan for DEBRA SPENCER

Schedule an online or face-to-face meeting with your VP or Supervisor once the Performance Plan is complete. Your Supervisor or VP will ensure
that your goals and objectives are in alignment with the Division Priorities. Based on Division Priorities the Performance Plan the VP or Supervisor
may recommend changes to the Performance Plan. The Plan will be monitored throughout the year and if necessary, the "Performance Development
Tool" will be initiated if objectives and timelines are not achieved

Overview

Plan

Progress Notes

Agency Mission/Goals/Standards

Approvals &

Acknowledgements Grambling State University's vision is to be a distinguished institution that produces accomplished graduates sought by global employers and top-tier
graduate and professional schools. particularly in the fields of science, engineering technology, mathematics, business, nursing, mass communication, and

History teacher education.
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Use the "Add Entry” button for each area of review

Behavior

Maintain Confidentiality

Behavior

Professional demeanor

Comment "= Check spelling

Revisionsre 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.

- o xI

This site says...

Are you sure you want to approve this task? Once a task has
been approved, it may not be available for further revision.

oK Cancel

11:26 PM

A dx ]
10/15/2017

The Second Level Supervisor reviews the second submission and Approves the Plan.
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B a | B cus2907 ¢ | @4 Mail -brad B Gramb X € Grambling | G Grambling | 3 Grambling | 3 Grambling | 3 Grambling | [ simple digi ‘ + v — [m] K
& > O {n E‘| peopleadmin.com f{ },“g L E
‘You may create a custom work or behavior expectation specific to the individual
Use the "Add Entry" button for each area of review.
Behavior
test
Comment % Check spelling
Acknowledgements
Name Comments Decision Task Owner Completed On
VP Approval of Review the third Work Expectation. It has Return MARTIN LEMELLE 10/15/17 11:10:36 PM
Plan/Dept Head been eliminated due to technology upgrades.
Discussion

B a | B CUs2007¢ | @ Mail-brad [ Gramb X @ Grambling | @ Grambling | B Grambling | B Grambling | E Grambling | [ simple digi | + - o X
& > O @ | B o sbpeopleadmincompor/pe kL oe
Go to Grambling State University Careers Site PeopleAdmin L
i) Grambling State University Emj]
Home (18 Performance ~ Hello, MARTIN My Account Log Out
@ Help for this page

_ Professional Non-Faculty

Evaluation Type: Focal Review Status:

MONICA BRADLEY Program Timeframe: 09/21/17 to - Last Updated: October 15, 2017 23:40
Supervisor: MONICA BRADLEY Last Completed Step: VP Approval of Plan/Dept Head
Co-reviewer: N/A Discussion

Human Resources

Approvals & Acknowledgements

Overview
Plan
Name Comments Decision Task Owner Completed On
VP Approval of Review the third Work Expectation. It has Return MARTIN LEMELLE 10/15/17 11:10:36 PM
I
Progress Notes P\.a rmDeF( Head been eliminated due to technology upgrades.
Discussion
Approvals & VP Approval of No comment given Approve MARTIN LEMELLE 10/15/17 11:40:03 PM
Acknowledgements Plan/Dept Head

Discussion
History r

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.

10| Page
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Go to Grambling State University Careers Site PeopleAdmin

i) Grambling State University Emj]

Home (3 Performance ~ Hello, MONICA My Account Log Out

Performance

Welcome to the Employee Portal, MONICA BRADLEY

My Reviews

My Employees' Reviews

Your Action ltems

Search:

Item Description Due Date Status Action
Professional Non-Faculty for AMY MINNIEFIELD Department Head Creates Plan n/a View
Professional Non-Faculty for ASHLEY HUDSON Department Head Evaluation nfa View

Professional Non-Faculty for DEBRA SPENCER Set Planning Meeting with Employee n/a View

Showing 1 to 3 of 3 entries

11:44 PM

Mrs. Spencer can see her Plan and prepare for the discussion.
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Go to Grambling State University Careers Site PeopleAdmin

i) Grambling State University Emj]

Performance ~ Hello, DEBRA My Account Log Out

Performance

Welcome to the Employee Portal, DEBRA SPENCER

My Reviews

Your Action ltems

Search:

Item Description Due Date Status Action

Professional Non-Faculty for DEBRA SPENCER Employee Acknowledges the Plan n/a

Showing 1 to 1 of 1 entries

B a | & CUGZBO?El B4 Mail - brad ‘ 3 Grambling | G Grambling | G Grambling | 3 Grambling | B Grambling [ Gramb x [ simple digi ‘ + v — [m] K

& > O fn E‘| peopleadmin.com/port f{ },“g L E aee

Go to Grambling State University Careers Site PeopleAdmin
i) Grambling State University Emj]

Home (3 Performance ~ Hello, MONICA My Account Log Out
for this
_ Professional Non-Faculty
S Evaluation Type: Focal Review Status:
MONICA BRADLEY Program Timeframe: 09/21/17 to - Last Updated: October 15, 2017 23:40
- Supervisor: MONICA BRADLEY Last Completed Step: VP Approval of Plan/Dept Head
Co-reviewer: Add Co-reviewer Discussion

Human Resources

Overview Set Planning Meeting with
Employee
Plan
Schedule a face-to-face meeting with the employee. Discuss the Departmental Goals/Priorities which are linked to the Job Description. Discuss in

detail the Plan to include timelines, benchmarks and deliverables.

Progress Notes

Approvals &
Acknowledgements

History

12| Page
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Go to Grambling State University Careers Site PeopleAdmin

i) Grambling State University Emj]

Performance ~ Hello, DEBRA My Account Log Out
@ Help for this
_ Professional Non-Faculty
Evaluation Type: Focal Review Status:
MONICA BRADLEY Program Timeframe: 09/21/17 to - Last Updated: October 15, 2017 23:46
Supervisor: MONICA BRADLEY Last Completed Step: Set Planning Meeting with Employee
- Co-reviewer: N/A
Human Resources
Plan for DEBRA SPENCER o
Overview
Pl The employee must fully understand that their annual evaluation will be based on the accomplishment of the objectives within the Performance Plan.
lan

The employee can make comments regarding the Plan.

Agency Mission/Goals/Standards

Grambling State University's vision is to be a distinguished institution that produces accomplished graduates sought by global employers and top-tier

Progress Notes

Approvals & graduate and professional schools. particularly in the fields of science, engineering technology, mathematics, business, nursing, mass communication, and
Acknowledgements teacher education
My Reviews

This site says...

Are you sure you want to acknowledge this task? Once a task
has been approved, it may not be available for further
revision.

Plan

OK Cancel

PM

/1572017

13| Page
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Behavior Expectations

Add at least one behavior expectation to be reviewed
Refer to the link below to see a full PES Bank of Expectations provided by the State of Louisiana Department of Civil Service.

Bank of Expectations

You may create a custom work or behavior expectation specific to the individual
Use the "Add Entry” button for each area of review.

Behavior
test
Comment % Check spelling

B 4 | ] CU52907E| @ Mail - brad ‘ 5 Grambling | G Grambling | G Grambling | B3 Grambling | B Grambling £ Gramb x [ simple digi

+ v - (] X

« > o {nt |£‘| peopleadmin.com ﬂ( {g &, B oae

Behavior Expectations

Add at least one behavior expectation to be reviewed
Refer to the link below to see a full PES Bank of Expectations provided by the State of Louisiana Department of Civil Service.

Bank of Expectations

You may create a custom work or behavior expectation specific to the individual
Use the "Add Entry” button for each area of review

Behavior
test
Comment %% Check spelling

Agree to complete the online
conversion by April 31511

~ Acknowledge

Mrs. Spencer can make comments regarding her Plan.

14| Page



This site says...

Are you sure you want to acknowledge this task? Once a task
has been approved, it may not be available for further
revision.

OK Cancel

B a | & CUBZBOTGl B4 Mail - brad ‘ 5 Grambling | G Grambling | G Grambling | 3 Grambling | B Grambling = & Gramb x [ simple digi ‘ + v — [m] K I

& > O {r E‘| peopleadmin.com f{ {g ﬂ\' E

Go to Grambling State University Careers Site PeopleAdmin

i) Grambling State University Emj]

Home Performance ~ Hello, DEBRA My Account Log Out
@ Help for this

DEBRA SPENCER Your acknowledgement was recorded
MONICA BRADLEY :

Professional Non-Faculty
Human Resources Evaluation Type: Focal Review Status:

Program Timeframe: 09/21/17 to - Last Updated: October 15, 2017 23:54

Supervisor: MONICA BRADLEY Last Completed Step: Employee Acknowledges the Plan
Overview Co-reviewer: N/A
Plan

’

g |

Progress Notes

o-*

Approvals &
Acknowledgements

\

Approvals &
Acknowledgements

My Reviews Plan Progress Notes

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.

15| Page



THE EVALUATION PROCESS

The Supervisor prepares the Evaluations based alothenented lans

LD E) = ez o o peplesdmin.com ol
Fie Edt Veew Favortes Tools Help
x Google v Y Search - {8 - - | 2 T @ share~ B - 7 Bookmarks = | A Check = &) Translate ~ & AutoFil +

T @ State Civl Service Forms Jj btp: ) &) Grambling State Universit. Deterrmine Major Job Duti. BB Suggested Sites = @ What's Hew USCIS <= CUPA-HR ¢ Web Seminars University 5

AP |8 Monica Bradiey - W, -

I omh v Pagew Seletyw Tookw @~

PeopleAdmin

Hello, MONICA My Account  Log Out

Home @  Pertormance -
Performance C—
e Welcome to the Employee Portal, MONICA BRADLEY
 Reviews
I ST Your Action Items

Search:

Item Descrpion Due Date Status Action
Professional Non-Faculty for AWY MINNIEFIELD Depariment Head Creates Plan na
Professional Non-Facutty for ASHLEY HUDSON Department Head Evaluation nia
Frofessional Non-Faculy Tor DEBRA SPENCER HR Acknowledgement and Concludes Flanning wa iew

Showing 110 3 of 3 entries
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2 g pMsil - bradieyr & Grambiing State University

Fie Edit View Favortes Tools Help

x Google - - |2 @ st B - Bookmars - Ap Chack = &2 Transiate + # AutoFill + AP |2 Monica brdiey = X -
& @ State Cii Senice Forms. Jj Mips @ ) Grambling State Universi.  Deermine Major Job Duti. [ Suggested Sites ~ @ What's New USCIS = CUPA-HR ¢ Web Seminars Universty “f v B v @ v Pagev Seyv Tookw @+
ssie  PeopleAdmin
Home @  Performance - o My Account  Log Out
@ Heip roc g
ASHLEY HUDSON ;
Human Resources Information Professional Non-Faculty
Sp Evaluation Type: Foral Review Status:
Program Timeframe: 0924/17 1o - Last Updated: Oclober 01, 2017 16:05
v Position Description: Human Resources Information Sp Last Completed Step: HR Acknowledgement and Concludes Planning
MONICA BRADLEY Supervisor MONICA BRADLEY
Co-reviewsr: Add C
Human Resources
Supervisor Evaluation ror asHLeY HuDsON =2
overview
The Depariment Head Prepares the Empioye Evaluabons base on the Performance Plan
Plan Was it necessary o initiate the Performance Development Tool? If yes, did the employee meel the Performance requirements? Recommendations for promotions and salary adjusiments shall be based on the Performance Measurements. Schedule a face-
to-face or anine meeting o disuss the emplayeets) Evaluation
Suparvisor Evaluation

Attachmen

Agency Mission andards  Work Expectalions  Benavior Expectations

Progress Notes

Approvals & Work and Behavior Expectations

Acknowledgements
mtory Reter lo the link below to see a full PES Bank of Expectations provided by the Stale of Louisiana Depariment of Civil Service.

My Reviews Bank of Expectations

My Employees’ Reviews

Work:

Prepare and continually update the Orientation Material for all New Employees and Summer Camps

Seek ways lo Improve the Onboarding Process

Schedule HR Orentations

Prepare and submit a monthly Orientation Report A template will be provided

Run B an all new and those o @ higher level position v
Prowide 2 moaifh hacknround rheck renori-& iemoiate wil he pmvided

0% -

€ Grambling State University

- @ | 2 5 @ s B~ ¥ Bookmarks~ | Ap Check - & Trnsiate = & AutoFill - £ 18 MonicaBradiey = A -

Fle Edt View Favodtes Tooks Help

x Google =
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I Home @ Performance MONICA  my Account Log Out

ASHLEY HUDSON Professional Non-Faculty

Human Resources Information
Sp Evaluation Type: Focal Review Status: [ open |

Program Timeframs 0921/17 to - Last Updated: October 01, 2017 16:05

Position Description: Human Resources Information Sp Last Completed Step: HR Acknowledgement and Concludes Planning
MONICA BRADLEY Supervisor: MONICA BRADLEY

Co-reviewer: Add viewe
Human Resources

Supervisor Evaluation for AsHLEY HUDSON m
Overview
The Depariment Head Prepares the Employee Evaluations based on the Performance Plan
= Was ft necessary 1o Infiate the Performance Development Toor? f yes, di the employee meet the Performance requirements?? Recommendations for promotions and salary adustments shall be based on fne Pertormance Measurements. Schedule a face
e or online meeting 10 discuss the empioyee(s) Evaluation

Supervisor Evaluation

n Attachim

o

5 Check spelling

Agency Mission/ Goals/ Standards

Progress Notes

Approvals & Agency Mission/ Goals/ Standards

Acknowledgements

Grambling State University’s vision Is to be a distinguished institution that produces accompiished graduates sought by global employers and top-tier graduate and professional schools. particularly in the felds of science, engineering technology

History
mathemalics, business, nursing, mass communication, and teacher education
# My Reviews
Department Mission/ Goals
My Employees’ Reviews

Mission/Goal:

The Mission and Goal of the Office of Human Resources Is to faciitate the entire recrultment and hiring process in a professional and automated environment. To faciitate the administration of benefits and compensation and also ensure compliance with
the Fair Labor Standards Act, all Federal and State Employment Laws, Regulations and Guidelines established best practices.
To create an environment where employees are engaged and enjoy working at a place where “everybody is Somebody”

Comments
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ASHLEY HUDSON

Human Resources Information

Professional Non-Faculty

Sp Evaluation Type: Focal Review Status:
Program Timeframe: 0924/17 1o - Last Updated: Oclober 01, 2017 16:05
v Position Description: Human Resources Information Sp Last Completed Step: HR Acknowledgement and Concludes Planning
MONICA BRADLEY Supervisor MONICA BRADLEY
Co-reviewsr: L
Human Resources
Supervisor Evaluation ror asHLeY HuDsON [ rcions - |
overview
The Depariment Head Prepares the Empioye Evaluabons base on the Performance Plan
Plan Was it necessary o initiate the Performance Development Tool? If yes, did the employee meel the Performance requirements? Recommendations for promotions and salary adjusiments shall be based on the Performance Measurements. Schedule a face-
fo-face o onlie meeting fo ciscuss the emplayees) Evaztion
Suparvisor Evaluation

Agency Missi fions  Benavior Expectations

Progress Notes

Approvals & Behavior Expectations

Acknowledgements

Reter lo the link below 1o see a full PES Bank of Expecialions provided by the Stale of Louisiana Depariment of Civil Service

tory
My Reviews Bank of Expectations

My Employees’ Reviews

Behavior:

Be customer user friendly

Be Professional

Be on time for work

Be on ime fof lunch

Prepare documents and reparts in a professional manner

Wiork with extemnal depariment and provide HR information regarding your area of expertise

e Edit View Favorites Tools Help

x Gocgle

- | R @ st B - P Bookmadks~ | Ap Chack = &2 Transiate + & AutoFill + AP |2 Monica brdiey = X -
B -8~

¥ @ State Civi Service Foms

&) Grambling State Universit Deterrming Major Job Duti || Suggested Sites = @1 What's Hew USCES <= CUPA-HR @ Web Seminars University v Pagew Selety = Took= @+

PeopleAdmin

Home (3 Performance « My Account  Log Out

The attachment has been uploaded

Professional Non-Faculty

Evaluation Type: Focal Review Status:

MONICA BRADLEY

. Frogram Timetram 082117 t0 - Last Updated. Cctober 01, 2017 16:05
Human Resources Position Descriptiot Human Resaurces Information Sp Last Completed Step: HR Acknowledgement and Concludes Planning
Supervisor: MONICA BRADLEY
Co-reviewer: Add Co-reviewe
Overview
piam Attachments
Supervisor Evaluation ncy Mission! Ge Benavior Expectations anachments b
Progress Notes
0 Name Description File Type size Deiate
Acknowledgements SU Onboarding Automated System applicationimsword 955 Bytes i
tory
My Reviews
My Employees’ Reviews
< >

H100% -
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Fie Edit View Favortes Tools Help

x Google v Wsearch - 8- - | 2 T @ share~ B - 7 Bookmarks + | Ap Check = &) Transtate » & AutoFill AP 2 Monica Bradiey - A, -
%4 @ Sate Civil Service Forms &) http--i &) Grambling State Univessit. Detering Major Job Duti. 5] Suggested Sites = @ What's New USCIS <= CUPA-HR @ Web Seminars University .. g v B v @ v Pagew Sy Tookv @
Hu Professional Non-Faculty N
Evaluation Type: Focal Review Status:
Program Timeframe: 092117 o - Last Updated: Oclober 01, 2017 16:05
Position Description: Human Resources Information Sp Last Completed Step: HR Acknowledgement and Concludes Planning
MONICA BRADLEY Supervisor: MONICA BRADLEY
Co-reviewer:
Human Resources
Supervisor Evaluation for AsHLEY HuDsON

Overview
The Depariment Head Prepares ihe Employee Evaluations based on the Performance Plan

— Was it necessary 1o iniiale the Performance Development Tool? If yes, did he empioyee meel the Performance fequirements? Recommendations for promotions and salary adjusiments shall be based on the Performance M
to-face or online mesting to discuss the emplayee(s) Evalation

leasurements. Schedule a face-

Supervisar Evaluation
jency Mission/ Goals/ Slandards  Work Expectations chavior Expectal
Progress Notes Agency Mission/ Goats/ Slandard: jork Expeclalions  Behavior Expectations  Overal Evaluation
Required felds are indicated wilh an asterisk 7).
Approvals &

Acknowledgements
Overall Evaluation
History

Justfication needed for all ratings marked "Needs Improvement" or “Exceptional.”

W My Reviews
allemn—s Aftach any documentation prior to marking this task as "Complete.”

7 My Employees’ Reviews

* Overall Evaluation

[Bxceponal V]

Comments

Implemented an Automated Onbaarding Systerr]

0% -

x Google Search - [ - - | 2 T @shore~ B - 2 Bookmarks - | Ap Check & Transtate + & AutcFil A |2 Monica bradiey - %+
5 (O State Cii Senice Forms Jj hps .. @] hag-i ) Grambling Stste Unversit.  Determine Major Job Duti_. | Suggested Sites ~ &1 What's Hew USCIS = CUPA-HR @ Web Seminars Universty . Y g v B v @ v Pagew Sty Tookv v
Evaluation Type: Focal Review Status:
Program Timeframe: 092117 10 - Last Updated: October 01, 2017 1605
Supery Position Description:  Human Resources Information Sp Last Compieted Step:  HR Acknowisdgement and Concludes Pianning
MONICA BRADLEY Supervisor: MONICA BRADLEY
Co-reviewer: Add Co-reviewer

Human Resources

Supervisor Evaluation for AsHLEY HUDSON

Overview
The Department Head Prepares the Employee Evaluabions based on the Performance Plan
— Was it necessary 1o initiale the Performance Development Tool? 1T yes, did Ihe employee meet the Performance requirements? Recommendations for promotions and salary snall ne Sehedule a face-
fo-face or online meeting fo discuss the employee(s) Evaluation
Supervisor Evaluation
Agency Mission/ Goals/ Standards  Work Expeclation: havior Expeclation weral n Altachimy
Progress Nots \gency Mission/ Goats! Standards o peclations Behavior Expeclations Overall Evaluation tachmenis ()
Required fields are indicated wilh an asterisk (") Message from webpage === 5 Check spelling
Approvals &
Acknowleagements
Overall Evaluation 9 ¥ comglate i
History
Justification needed for all ratings marked "Needs Improvement” or "Excey
& My Reviews B . o] [ conet
Aftach any documentation prior fo marking this task as “Complele. sncel |
" My Employess’ Reviews
* Overall Evaluation
[Exceptional !
Comments

Implemented an Automated Onboarding System

The Supervisor submits the Evaluations to his Supervisor (Second Level) for review and approval.
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Q i e s

ASHLEY HUDSON The Supervisor Evaluation has been marked as complete

Human Resources Information
Sp

Overall Rating- Exceptional
v Professional Non-Faculty
MONICA BRADLEY

Evaluation Type: Focal Review Status:
; Program Timeframe: 09211710 - Last Upaatea: October 16, 2017 10:35

Human Resources Position Description: Human Resources Information Sp Last Completed Step: Department Head Evaluation

Supervisor: MONICA BRADLEY

Co-reviewer: NiA
Overview
puan Supervisor Evaluation for ASHLEY HUDSON (Score: Exceptional) m
Supervisor Evaluation Agency Mission/ Goals/ Standards

Grambing State University's vision s to be a distinguished insttution that produces accomplished graduates sought by giobal emplayers and top-ier graduate and professional schools. particularly in the fields of science, engineering technology, mathematics,

Progress Notes DUSINESS, NUTSING, MASS COMMUMNKCANON, and lE3Cher auCatoN.
Approvals &

Acknowledgements
story
Department Mission/ Goals

My Reviews

My Employees’ Reviews

Mission/Goal:

The Mission and Goal of the Office of Human Resources s ta facilitate the entire recruitment and hiring process in a professional and automated To faciltate the benefits and and aiso ensure compliance with
the Fair Labor Standards Act, all Federal and State Employment Laws, Reguiations and Guidelines using estabiished bes! practices.
To create an environment where employees are engaged and enjoy working at a place where ‘everybody is Somebody”

0% -

2 hitps/gear-2b peoplesdrmin.com porial € Grambing State University

Fie Edt View Favodtes Tools Help

- @ |2 R @ shwer B - 7 Bookmarks - | Ap Check - &) Transiste ~ #f Autofill - £ & Morica Bradiey - X -
Tools > @

x Google =

s O Sute G Servce Foms | ) Grambling State Universi..  Detesmine Major Job Outi. 1 Suggested Sites » & What's New USCIS <= CUPA-HR € Web Seminars Universty v ) v e v Pagev Sy

viing State University Careers St PeopleAdmin
Home (18 Performance ~ HeSlo. MARTIN My Account  Log Out
Performance OO
o Welcome to the Employee Portal, MARTIN LEMELLE
& My Reviews
My Employees’ Reviews Your Action Items
s ]
ttem Description Due Date Status Action

Professional Non-Faculty for ALVIN BRADLEY Department Head Creates Plan wa ~
Professional Non-Faculty for APRIL GILBERT VP Approval of Plan/Dept Head Discussion wa

Professional Non-Facully for ASHLEY HUDSON VP Approval of Evaluation wa

Professional Non-Facully for BEVERLY CRAWFORD Department Head Creates Pian

Professional Non-Faculty for BRUCE MORGAN VP Approval of Plan/Dept Head Discussion wa

Professional Non-Facutty for BYRON PORTIS VP Approval of Plan/Dept Head Discussion na

Professional Non-Facully for CRAIG JONES VP Approval of Plan/Dept Head Discussion na

Professional Non-Faculty for JOHNNIE WILLIAM Department Head Creates Pian

Professional Non-Faculty for JOY CREDIT Department Head Creates Plan na

Professional Non-Facully for KARLA ATWATER VP Approval of Plan/Dept Head Discussion wa v

Shawinm 14a 16 Af 18 antriae
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The Supervisor meets with the Second Level Supervisor to discuss the AchieveamdeBxpectationsot
achieved, if any. (Rewards and Consequences)
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