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BE BOLD. Shape the Future.



2023 Annual Staff Evaluation
Process

 Evaluation period is January 1 — December 31,
2022.

* Due date: March 16, 2023
« System is open
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Accountability and Excellence

e Accountability is accepting responsibility for your
actions and being willing to own the outcomes of
your choices, decisions, and actions.

e Excellence is the quality of excelling, of being truly
the best at something.
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Presenter Notes
Presentation Notes
Accountability:   It implies a willingness to be transparent.  Accountability of self and others is part of the journey toward Excellence

Excellence:  Achieving excellence is never easy to do and is a quality that people really appreciate.  When we strive for excellence, we feel satisfied with a job well done.  We enjoy the process, not just the outcome of our endeavors.



Evaluation meeting example
(Oris it?)
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Presenter Notes
Presentation Notes
https://www.youtube.com/watch?v=siiekr4dYTI 

https://youtu.be/siiekr4dYTI

Value

* View the performance evaluation process as a
chance to build a healthier, happier relationship for
both you and the employee.

* View the performance evaluation as 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

 Set individual goals and professional development for
the next year

The results of this process are used to make informed
decisions on employee development, promotion,
compensation and succession planning.
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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 2-
way, 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

Improve 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



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.  

The ratings needed refreshing, as managers and employees were equating “Meets Expectations” with a C grade when it should be seen as a positive contribution.


FROM
Fails to meet Expectations
Needs Improvement
Meets Expectations
Exceeds Expectations

Exemplary

2023 Ratings

T0
Unsuccessful/Unacceptable Performance
Partially Successful Performance/Needs Improvement
Fully Successful/Effective Performance

Superior/Highly Effective Performance

Distinguished Performance and Role Model Status
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Presenter Notes
Presentation Notes
This slide shows the new rating descriptions as compared to those used previously.



Ratings

 Consistently rate performance using agreed upon
standards

() UnsuccessfullUnacceptable Performance

{:} Fartially Successful Performance/Meeds Improvement
() Successful/Effective Performance

C} Superior/Highly Effective Performance

() Distinguished Performance and Role Model Status
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Presenter Notes
Presentation Notes

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.

\l ./,
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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.

“Our greatest weakness lies in giving up. The most certain way to
succeed is always to try just one more time.” - Thomas Edison
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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.   


2023 Core Competencies

oLD
Job Knowledge
Quality of Work
Customer Service
Teamwork
Use of Resources
Productivity
Problem Solving
Interpersonal Relations
Ethics
Initiative
Time and Task Management
Attendance and Punctuality
Judgement
Dependability/Initiative
Adaptability
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NEW
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



Presenter Notes
Presentation Notes
All 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.


Achievement toward NMSU
Strategic Goals

* Aware of LEADS 2025 goals?

* What does the acronym stand for?
* What are the 4 strategic goals?

* Understand which goal(s) their unit/dept supports?

* Do you know how your work contributes to the
overall success?
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Presenter Notes
Presentation Notes
Leadership, Excellence, Access, Diversity and Inclusion, Student-Centered




Organizational Awareness

* |s aware of how to get information
e Uses formal and informal networks

* |s aware of University operations and impact on
community

» Keeps informed of unit or University policies and
practices.
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Presenter Notes
Presentation Notes
Do you, know what university resources are available to provide information, or to assist with doing quality work?

The Radar Effect
A favorite, albeit fictional, example of someone who embodies Organizational Awareness is Walter “Radar” O’Reilly from the TV show M*A*S*H. For those not familiar with the show, Radar was a young corporal and clerk for the M*A*S*H hospital. Typically, someone in that role would be the low person on the totem pole, simply doing what they were told.

Radar was different. He had an amazing ability to get things done; to maneuver the human networks of the military to get supplies, Jeeps, passes, medicines – you name it.  He knew how to work the unwritten, unmapped human system to get the unit whatever it needed. He sensed a problem and had a solution before anyone else in the camp even had a clue it existed (thus the name “Radar”). He was a perfect example of someone with Organizational Awareness.



Self Awareness and
Accountability

* Aware of strengths and weaknesses

* Follows through with meeting deadlines and goals
with limited supervision

e Seeks additional skill and information

* Instead of blaming, acknowledges mistakes and is
solution oriented
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Presenter Notes
Presentation Notes
Personal awareness is your knowledge of who you are and who you are not. You know your strengths and you have identified areas of improvement and you make decisions that put you in a position to highlight your strengths and test your development as a person. You know how to use your strengths to your advantage, and you do not allow the areas that you need to develop hold you back.

Self accountability is defined as an obligation or willingness to accept responsibility or to account for one's actions.

Why is Self Accountability Important? When individuals take responsibility for their actions rather than blaming others, it gives everyone the opportunity to learn, grow, and problem-solve together. 


Valuing Diversity and
Inclusion

* Respects others’ differences

* Welcomes ideas different from your own
* Recognizes contributions of others

* Seeks out other’s input and perspective

In simple terms, diversity is the mix and
inclusion is getting the mix to work well
together.
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Presenter Notes
Presentation Notes
Diversity is the range of human differences, including but not limited to race, ethnicity, gender, gender identity, sexual orientation, age, social class, physical ability or attributes, religious or ethical values system, national origin, and political beliefs.

Inclusion is involvement and empowerment, where the inherent worth and dignity of all people are recognized. An inclusive university promotes and sustains a sense of belonging; it values and practices respect for the talents, beliefs, backgrounds, and ways of living of its members.

It’s easy to develop a one-track mind when working on a challenging project with tight deadlines. You likely seek out your usual go-to people who have helped you in the past and you can trust. This can be limiting. You are relying on the same people, same perspectives, and same experience. Get others involved. Ask for their input and perspective. Give others exciting development opportunities. Innovation arises from multiple perspectives. Inclusion happens when all are invited to contribute.
�


Leadership

* Builds mutual trust and respect

* Provides clear communication and guidance to set
expectations

* Coaches both successful and underperforming
employees

* Delegates to empower and allow others to be
responsible

“Leadership is the art of getting
someone else to do something you
want done because he wants to do

it.” — Dwight D. Eisenhower
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Presenter Notes
Presentation Notes

Managers plan, organize, coordinate, direct and control the activities of others.  But leaders…influence, inspire and help others become their best selves, building their skills and achieving goals along the way.

This competency will populate on the form for those who supervise others.  But those who do not supervise can still have leadership qualities, which can be documented in the comments section of the competencies.


Evaluation Preparation

Excellent at

juggling
multiple job duties

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

& D

Tips for
Writing an
Self-
Assessment

€ 4

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 their 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://hr.nmsu.edu/documents/Self-Assessment-Form_8.11.22.pdf
https://hr.nmsu.edu/general-resources/Self-Assessment-Powerpoint-Dec-2022.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 feel 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)


Staff Evaluation Electronic
System

— —
— ==
——

‘III —
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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, 2022

. 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.



Electronic Evaluation System
Access

« HRS Employee and Labor Relations

« Evaluations and Performance Management
webpage
» https://hr.nmsu.edu/general-resources/evaluations.html

e https://evaluation.nmsu.edu/

« MyNMSU username and password required
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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://hr.nmsu.edu/general-resources/evaluations.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.

Employee: The tutorial will show you how to log into the system and how to
access your previous years’ 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://hr.nmsu.edu/documents/Eval-System-User-Guide-August-2022.pdf

Next Level Approvers

* The requirement for the Next Level Supervisor to
approve the evaluation in the system has been
eliminated

* The Next Level Supervisor may still want to review them

(outside of the system) prior to completion, but it is not
required as part of the process.
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Presenter Notes
Presentation Notes
If the next level requests to review, simply download the pdf and send it via email.


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

NM BE BOLD. Shape the Future.
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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 during 2022:

* 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 2022—- February 2023:

* 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

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 FMLA 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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Trouble with System Access

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

* If experiencing problems with access:
* VPN download, https://kb.nmsu.edu/search.php?q=vpn&cat=0

* ICT Help Desk: 575-646-1840

* Virtual helpdesk Zoom meeting ID: icthelpdesk
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Presenter Notes
Presentation Notes
Some people have been experiencing problem trying to use VPN, the most common is the Error Code (403)

https://kb.nmsu.edu/search.php?q=vpn&cat=0
mailto:help@nmsu.edu

Survey

 Please take the survey — focus on the
enhancements
* 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

HRS Employee & Labor Relations — Evaluation &
Performance Management

https://hr.nmsu.edu/general-
resources/evaluations.html
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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, FAQs and paper evaluation form.


https://hr.nmsu.edu/general-resources/evaluations.html

Questions

Employee and Labor Relations
575-646-2449
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