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Stage 1 - Employee Suggested Goals

This is the start of the performance review process. This is the planning stage.

The employee will receive an email to begin the process. During the step, the employee will meet with their supervisor

to set and agree on goals for the year. This can be accomplished in at least two ways. The employee can complete the

first stage of the review and provide it to their supervisor. Alternatively, the employee and supervisor can meet to

discuss annual goals and complete the form together.

What you need to do

What you will see

STEP 1:
How to access the
Performance Module

TEACHERS COLLEGE
COLUMBIA UNIVERSITY

myT

General Technology Resources

eports Support Resources

Welcorfe Employee Resources R

Personal Information

. . . N How to s1
\WiFi Enroliment & Degree Audit & TC Alert Signup Manage My UNI Account &
Log into myTC and select e
How to Connect to TC-Secure o TC Qualtrics (Survey Tool) My TC ID Number Update E-mail Addresses cable TV,
Employee Resources.
Gartner Research dr TC Digital Media (Video Storage) & Update Emergency Contacts Update Addresses and Phones Submit
TC Gmail Terms of Agreement
STEP 2: Welcome Employee Resources Reports Support Resc
Navigate to the Human 1C At Signup Wanage iy UNI Accourt &
Resources Section and C“Ck My TC ID Number Update E-mail Addresses
Update Emergency Contacts Update Addresses and Phones
the Performance _
TC Gmail Terms of Agreement
Management link _—
HR Website &7 ﬁ Performance Management &
TC Benefits & Professional Staff Annual
Review Process Resources @
HR Forms @
Professional Staff Policies &
Recruitment Dashboard &
Union Contracts &
EPAFs (Electronic Personnel
Action Forms) HR Notifications
Employee Class & Account Compensation Statement
Chart @
Conflict of Interest Form
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STEP 3:

Module home page.
Welcome Emma, you are logged in

From the My Performance

Reviews box, scect

Performance Review 20YY — Performance Review 2018 - 19

144 (Select the current year) Current step: Employee Suggested Review
-0

STEP 4:
You will be taken to the
start of your performance

Emma Employee - Performance Review 2019 - 2020

Start | Job Responsibiliies "V ' Goals & Objectives | Areas of Strength (Optional) | Development Plan ' Next steps

reVieW Actions~
Notice the tabs on the top —

these will show the step in @

the process. F—

During this step you will meet with your employee to set and agree their goals for the year. This can be accomplished in at least two ways. You can use this for to te provide
suggestions to your supervisor prior to a meeting OR you and your supervisor can meet to discuss annual goals and complete the form together. Confirm with your employee on the
_pdf far further instructions.

You can navigate between
tabs by clicking each tab or

Nest
hitting Next = in the
bottom right
STEP 5: Emma Employee - Performance Review 2019 - 2020
Job Responsibilities San Goals & Objctives | Avreas of Stengih (Optonal) | Development Plan | Nt sieps
ThIS will pU” over from your JOb Job Responsibilities  Saved Last saved: 6 Nov 2019, 3:56pm | Actions =

Description in the Recruitment
Dashboard. Please review and
click Next.

Employee:
Each job duty contains a description and percentage of total time.

Please note, job duties are not to be changed within your performance review. Please speak with your Supervisor if you would like to modify the job duties presented below. Changes
within performance do not reflect changes te your job description

If this tab does not populate for
you, it means your job

Supervisor:

If you would like to adjust the job duties below, please login here to submit a request via the Recruitment system. Changes to the job duties below will not be reflected against the

description needs to be updated. employees ob description

Please contact your HR Services

representative. T}
Item title

Title" Auditing - Assist HRIS Coordinator in analyzing and

STEP 6:

Goa|S & Objectives Emma Employee - Performance Review 2019 - 2020
Start ' Jab Responsibiliies "©¥Y Areas of Strength (Optional) | DevelopmentPlan | Nextsteps
Employee suggests up to el -

five goals/objectives for the | o=

Atthe Employse Suggested Review stage, suggest goals for the upcoming year. Then, for the remainder of the year, regularly review and comment on your proggess
yea r‘ Describe the progress made during this year toward the three lo five goals and objectives identified for review during this pesiod.

Please note, your Supervisor can cascade their goals within your performance review. These will appear at the top.
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STEP 6 (continued):

Complete the Title,
Description and Target
date for each
goal/objective identified

List any areas of strength
that you would like to
specifically.

)
[tem title
Title' | Add Goal & Objective 1.. Wil
Description B I U ;: 82 =55 M@« 3 [souee
Status Current v
Targetdate  31.Jul2019 £ | ——
Attachment

& Upload document

STEP 6a:

If needed, click Add Goal.
Or, click Next=> to move to
the next tab once all goals
have been added

‘ © Add Goal '
€ Back

STEP 7:
Areas of Strength
(Optional)

List any areas of strength
that you would like to
specifically note. As with
Goals, you can add more, or
move to the next stage, via
buttons at the bottom of
the page.

Click Next=> to move to the
next tab once all areas of
strength have been added

Emma Employee - Performance Review 2019 - 2020

Areas of Strength (Optional)

Identify any skill or knowledge area which you would like to note as a strength and/or something that can be further leveraged over the course of the next year. Please be as specific as
possible. Each strength should be it's own entry and you should identify as many as possible.

Start ' Job Responsibilities " ' Goals & Objectives Development Plan ' Mext steps

Areas of Strength (Optional) + Saved Lasts Actions

Employee:

Please note: this section is non-mandatory and does contribute to your overall performance outcome.

Supervisor:

Add any relevant strengths te your employees review. You can comment on their progress throughout the review.

Item title

Title List your areas of strength

Description B I U =z = === Me= 3 Bsouce
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STEP 7:
Development Plan

This page ties directly into
your annual goals. Here,
list any development you
will need to help
accomplish the goals set
out.

Click Next—> to move to the
next tab once all items for

development have been
added.

Development Plan + Saved Last saved: 26 Nov 2018, 12:17pm

Emma Employee - Performance Review 2019 - 2020

Start | Job Responsibilities "'V ' Goals & Objectives ' Areas of Strength (Optiona Next steps

Development Plan

Actions =

Employee
Propose at least one development goal for the next appraisal period, where job-related skills can be enhanced.

Access lynda com to view a wide range of applicable online tutorials and courses

Supervisor

Please review your employees identified areas of development.

The Development Plan ensures that you receive the appropriate development and support to meet your goals for both your current role and future career development path.
Your Development Plan should be simple and achievable. To assist in determining your development needs, give consideration to the following priorities

= Which skills, knowledge and experience do you most need to develop in your current role to improve your performance?
« Which skills, knowledge and experience do you need to develop to ensure you achieve the coming year's goals?

« Note: Don't forget to provide a description of the activity and the date to be completed

Item title

Title' Development Plan

Description B I U x| = =85 Me|d Bsoue

STEP 8:
Next Steps

Review the form at this
step. You are able to
navigate through each of
the tabs if you would like to
revise anything.

Click Go to the next step to
move review to the next
stage.

Start Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

Actions =

Please ensure you contsct you discuss the goals and strengths with your Manager in person

Summary H

Summary

- Goals & Objectives ‘

1. Add Goal & Objective 1
2 Add Goal & Ob;
3 Add Goal & Objective 3...

+ Areas of Strength (Optional)

+ Development Plan

Your next step: Supenvisor finalization of goals

O

@ Clicking "Go to next step" will move this review to the next step and you will be unable to return to this step
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