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Completing the annual employee evaluation (Supervisor)

CCRI is conducting the Annual Employee Performance Review Process using DocuSign.

On March 18, 2024, supervisors of all full-time employees will receive individual emails for each
employee with a link to access their evaluation form in DocuSign. Deadlines must be adhered
to:

e Evaluations of PSA union members must be completed by supervisors and employees,
and received by HR, no later than Wednesday, July 31, 2024.

e Evaluations of ESPA union members and Board of Education (BOE) employees must be
completed by supervisors and employees, and received by HR, no later than Friday,
August 30, 2024.

Supervisors are expected to plan accordingly and monitor status. Supervisors are able to
complete the evaluation form individually via their email inbox, as they desire.

4 Today

Peter Bardsley via DocuSign

[External]:2024 Employee Performance Evaluat ‘m 9:46 AM

Peter Bardsley via DocuSign

[External]:2024 Employes Performance Evaluat 9:46 AM

Peter Bardsley via DocuSign
[External]:2024 Employes Performance Evaluat @R 9:45 AM

@

Peter Bardsley via DocuSign

[External]:2024 Employee Performance Evaluati(@ Maggie Jacoby 9:44 AM

However, you may wish to access a Dashboard within DocuSign that will allow you to organize
and manage your work, set priorities, etc...To access your DocuSign dashboard head to
MyCCRI.

Click on the “For Employees tab.

Click on “DocuSign.”
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You will be taken to DocuSign’s dashboard and be able to access items under the following
categories”

I. Action Required — Items awaiting your review and signature

2. Waiting for Others — Items you either sent, or completed that are now awaiting action
from another party within a review queue.

3. Expiring Soon — Items that will expire after a predetermined timeframe.

4. Completed — Items that you either sent or completed that have also completed their
steps within a review queue.

Click on “Action Required,” you will be taken to the items awaiting your review and signature.

Docusign esignature Home Manage Templates Forms Reports Settings Q o G

Welcome back Last 6 Months

Drew Ruight

g 4 0 0 0
=i

Action Required Waiting for Others Expiring Soon Completed

Drop documents to get started or click the 'Start' button.

Start ¥

Recent Activity © Go to Manage >
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Once inside, you can decide how to organize your work. Its highly recommended that you
schedule time on your calendar for you to meet with your employee’s and to perform the
evaluation with them. This will help set you up for success.

SHARED ACCESS ¥

Action Required

Q, Search Quick Views

Rev. 02/29/2024

5= FILTERS
NEW ¥
Date (Last 6 Months)  Edit
ENVELOPES Subject Status Last Change Folde
& Inbox M @ 2024 Employee Performance Evaluation Charles Flanagan - /4 done 2/20/2024 Sent SIGN v
g Sent o Ta: Drew Knight, Charles Flanagan Need to Sign 09:4551 am Inbox
+2 more
[+ Drafts
i Deeted (] @ 2024Employee Performance Evaluation Bethany Liston - 0/4 done 2/20/2024 sent SIGN ¥
o To: Drew Knight, Bethany Liston Meed to Sign 09:45:26 am Inbox
+2 more
(B Bulk Send
= P (] @ 2024Employee Performance Evaluation Robert M. Hackett - 0/4 done 212012024 sent SIGN ¥
o To: Drew Knight, Robert M. Hackett Meed to Sign 09:45:01 am Inbox
QUICK VIEWS +2 more
© Action Required M @ 2024 Emplovee Performance Evaluation Maggie Jacoby - /4 done 2/29/2024 Sent SIGN ¥
o T i Maggie Y [+ nbo
(@ Waiting for Others o Drew Knight, Maggie Jacoby Meed to Sign P9:dd:10 am Inbox
+2 more
A Expiring Soon
/' Completed

A Authentication Failed

* FOLDERS +

When you’re ready to fill out an evaluation form, click “Sign” on the right side of the
corresponding employee. Please note that you cannot move to complete an evaluation
form until you have checked the box for “l agree to use electronic records and
signatures” and click “Continue” once it is highlighted.

Please Review & Act on These Documents

- Drew Knight Powared |

Dear supervisor,

Please read the Electronic Record and Signature Disclosure.
- u | agree to use electronic records and signatures.

Upon entry, you'll see the name of the employee you're evaluating pre-loaded into the
document. To successfully submit a performance evaluation, you must enter their Banner ID
accurately. Supervisors may find the Banner IDs of their direct reports by clicking on “My
Team,” in the employee dashboard. Each employee’s banner ID appears beneath their name.
You may copy and paste it into the Employee Banner ID field in the evaluation. To make this
easier, a link is included in the evaluation, that will take you to the Employee Dashboard.
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Employee Dashboard ‘,.
e

Employee Dashbg)oyee pashboard « My Team

Knight, Drew My Team a4

Sick in hours 493.75 Vacatior
e —

Ful

Flanagan, Charles
é

Pay Information 7° My A

Jacoby, Maggie
Latest Pay Stub: 02/16/2024 193455

Earnings A

Note: The Annual Review button is already selected, there is no need to adjust this.

Employees should be rated appropriately in each of the categories and relevant comments
added. If an employee is rated a 3 in any category, supervisors are encouraged to provide
relevant positive feedback. Some form of comment is required in every field.

In the event you need to stop writing the evaluation and return to it later, you can save your
work without losing progress.

To do so, in the upper right corner, click “Other Actions” and select “Finish Later.”

You will be prompted to begin another document if there are additional items to review in
your queue. You may opt to do so by clicking “Sign” or you may choose not to by clicking “No
Thanks” and you’ll be taken back to the queue of items requiring your action.

You can return and pick up where you left off at a later time.
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@ a RS . | i} [ Finish Later ]
Print & Sign
DEMONSTRATION DOCUMENT ONLY Aszign to Someans Elza
locuSign Envelopa ID: ATF41745-AASS-4TFE-B12F-226FF1AAICH PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
205 3rd Ave, Suie 1700 + Seatile + Washingion 98104 + (206) 218-0200 Void
COMMUNITY COLLEGE OF RHODE ISLAND R HEYT
PERFORMANCE REVIEW FORM e A i Helo & Suspart &
1 = Usually Achieves Standards elp & Suppol
Employee Mame: Charles Flanagan | = Does Not Usually Achieve Standards A
= NIA = Not Applicable About DocuSign &
Employee Banner |D: 36725229
Head to the Employes Dashboard [ View History
For instructions visit coriedu/hr'performance View Certificate FDE 0
Probationary Review Please remember that a rating of 3 means you - e
Annual Review believe the employes consistently achieves standards View Elzctranic Fecord 2nd Signature
Follow-up Review and the employee is fully competent in the factor Disclosure
being rated, Please commant on all facters rated |
or Session Information

ATTENDANCE /| PUNCTUALITY Rating  Supporting Comments:

Caonsider whether the employee arrives and departs at 3 M/ Report Abuse
scheduled tmes, is puncrual far ingslappoi
abserves prescribed breakimaal periads, and has an
al ble overall attendance record.

OB o R
Consider whether the employee fully understands their C
duties and responsibilities; works effectively without
supervision and accepts responsibilicy, effectively utilizes job-
related information and job-related equipment: is proficient lspecifically in the use of excel for data analysis and

| am working with Charles to learn critical lements of
their job function and expand their knowledge

Any employee who receives an overall rating of 2 or less, should have the opportunity to an
interim follow-up review and it should be scheduled at the time of the evaluation.

Once you have completed the written evaluation, you must sign and enter your Banner ID
accurately. You may find your Banner ID on the employee Dashboard by clicking on “My
Profile” where it appears below your name on the left side.

G

Employee Dashboard « Employee Profile

Knight, Drew Personal Information

D: 97865987

Addresses

Upon clicking “Finish” your employee will receive their evaluation to review, make comments if
desired, and sign. You will be prompted to begin another document if there are additional items
to review in your queue. You may opt to do so by clicking “Sign” or you may choose not to by

clicking “No Thanks” and you’ll be taken back to the queue of items requiring your action.
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In the DocuSign Dashboard, supervisors can click on “Waiting for Others” to see which
employee’s have yet to complete their evaluations.

DOCUSign eSignature Home Manage Templates Forms Reports Settings a o e

Welcome back Last 6 Months

=

Drew Ruight

o i 0 1 0 3
L

Action Required Waiting for Others Expiring Soon Completed

Drop documents to get started or click the 'Start' button.

Start ¥

Recent Activity ® Go to Manage >

Once inside, clicking on the “Waiting for Others” link will open a box indicating whose review
and signature is required to complete the evaluation. Supervisors are asked to assist in timely
completion by reminding their employees to complete the evaluation according to required

timing.
lCUSign eSignature Home Manage Templates Forms Reports Settings ©)
Developer Environment
SHARED ACCESS ¥ -
Waltlng for Others Wcutmg fok Q_ Search Quick Views
NEW V
Date (Last 6 Months) Edit harles Flonago S
ZLOPES Subject Sent on 02410827:25am oo v Folder
Inbox 2024 Employee Performance Evaluation Charles Fl 4 Sent
s To: Drew Knight, Charles Flanagan il 08:29:36 am Inbox
et +2 more Waiting for Others
Drafts
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Completing the annual employee evaluation (Employee)

After supervisors sign and finish their employees’ evalutaions, they will immediately route to
the employee who will receive an email. Deadlines must be adhered to:

o Evaluations of PSA union members must be completed by supervisors and employees,
and received by HR, no later than Wednesday, July 31, 2024.

e Evaluations of ESPA union members and Board of Education (BOE) employees must be
completed by supervisors and employees, and received by HR, no later than Friday,
August 30, 2024.

Employees are able to complete their evaluation form via their email inbox, as desired.

4 Today

Peter Bardsley via DocuSign

[External]:2024 Employee Performance Evaluation Charles Flanagan 9:45 AM

However, you may wish to access a Dashboard within DocuSign that will allow you to organize
and manage your work. To access your DocuSign dashboard head to MyCCRI.

Click on the “For Employees” tab.

Facilities Work Order
Request

Employee
Dashboard

4Employee Self Servics o

w find HR and P

IT Help Desk
Request
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You will be taken to DocuSign’s dashboard and be able to access items under the following

categories”

I. Action Required — Items awaiting your review and signature
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2. Waiting for Others — Items you either sent, or completed that are now awaiting action
from another party within a review queue.

3. Expiring Soon — Items that will expire after a predetermined timeframe.

4. Completed — Items that you either sent or completed that have also completed their
steps within a review queue.

Click on “Action Required,” you will be taken to the items awaiting your review and signature
including your performance evaluation (if completed by your supervisor).

DocuSign eSignature Home Manage Templates Forms Reports Settings aQ o 6

Welcome back Last 6 Monthz

Drew Ruight

«

N L 0 0

Action Required Waiting for Others Expiring Soon Completed

Drop documents to get started or click the 'Start' button.

Start v

Recent Activity © Go to Manage >

When you’re ready to review and sign your evaluation form, click “Sign” on the right
side of the corresponding document.

SHARED ACCESS ¥

Action Required \Q Search Quick Views = FILTERS
NEW ¥
Date (Last 6 Months)  Eciit
ENVELOPES Subject Status Last Change + Folder
& Inbex M @ 2024 Employee Performance Evaluation Charles Flanagan - w4 done 2/20/2024 t SIGN v
g sent — To: Drew Knight, Charles Flanagan Meed to Sign 09:45:51 a foox
+2 more
[+ Drafts
W Delsted
(B Bulk Send

B PowerForms.

QUICK VIEWS
@ Action Required
@ Waiting for Others
A Expiring Soon
+ Completed

A Authentication Failed

* FOLDERS +
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Please note that you cannot move to complete an evaluation form until you have
checked the box for “l agree to use electronic records and signatures” and click
“Continue” once it is highlighted.

Please Review & Act on These Documents

E Drew Knight Powared |

Dear supervisor,

View More

Please read the Electronic Record and Signature Disclosure.
- u | agree to use electronic records and signatures.

Review the feedback provided by your supervisor and consider your own reflection of your
work over the past year. Comments may be added and you must sign and click “Finish” to
complete your evaluation.

EMPLOYEE'S COMMENTS:

If the employee wishes to do so, any comments concerning the Performance Review may be indicated here.
IThanks for the feedback!

| have read this review and have discussed it with my supervisor. My signature does not necessarily signify that | agree or disagree
with this review. | understand that | should keep a copy of this Performance Review Form for my files.

DocuSigned by:
Chantes Flaragan
'Charles Flanagan Date: 3/1/2024

This form, in and of itself, is not to be used to impose discipline. This Performance Review Form must be forwarded to the Human Resources Department to
be included in the employee's official personnel file.

Page 2

PERFORMANCE_EVALUATION_FORM_2024.docx 30f3

FINISH
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