Goal Setting in Performance
Development for Employees
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Steps to goal setting and competency review for employees.
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Enter goals for the review year.

Review competencies and add any comments.

Submit goals to your supervisor for approval.

Meet with your supervisor to discuss goals that you both have set and review competencies.

Complete this process by November 30.



Go to the internet and enter www.bates.edu/hr/performance. Click on Access Performance Development ONLINE
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HR: 215 College St.

Payroll: 220 College St.

Lewiston, ME 04240

Phone: HR: 786-6140 Payroll: 786-6173

Performance Dexelopment

Access Performance Development ONLINE

Guiding Principles of Performance Development
= b - DI hrdept@bates.edu

We have incorporated the following guiding principles in designing the Bates College Performance
Development System:

News & Updates

- Foster an ongoing, supportive climate of dialogue between employees and supervisors that
builds stronger relationships

- Align the college’s mission and values with performance expectations and build connections
to the Bates community
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http://www.bates.edu/hr/performance

This is your Welcome screen where there are basic instructions. To begin, click on the My Performance tab.
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Melani, welcome to Performance Development
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You will see this screen that has your core competencies and job family competencies, as well as goals that your

supervisor has entered, or goals continuing from last year listed here. As you enter goals, they will also appear here.
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Goals & Competencies - Melani McGuire
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To enter a goal click on Create.
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Enter goal details manually or import a goal using the SMART Wizard or the Library.
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Some departments have the option of entering tasks and attachments for their goals. To enter a task(s) click on the &
next to Tasks.
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You may also add attachments to your goal setting, such as project plans or other documents. Be aware that these
documents are only for the purpose of the current year's performance process. Once the current process is complete,
any attachments will no longer be stored. If you would like to add an Attachment, click on the ¥ next to Attachment. You

will then get a pop up box that asks you to browse for the file you want to upload. When you have located it, click on
Upload. _When it is finished, you will see the title of the file.
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When you are finished entering your goal, you can click on Save as Draft if you are not finished, Cancel if you wish to
start over or Submit if you are finished. Once you click Submit your goal is ready to send to your supervisor for approval.
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When you click Submit, it will return to the Goals and Competencies screen. If you are ready to send your goal(s) to your
supervisor for their approval, click on Send an Approval Request.
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Send an Approval Request

Bates College Human Resources

A pop up window will ask “Do you wish to send an approval request email for all pending goals?” Click on Yes to send
the request.

A second pop up window will confirm that an email was sent. Your supervisor will receive an email stating that there are
goals waiting for them to approve. You can add more goals or if you are finished you can click on logout. Make sure to
close your browser by clicking on the red x in the top right corner.
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You can add comments to competencies or edit goals by clicking on the edit icon on the right of the particular goal or
competency that you would like to edit.

m Y | @ https//batescollege.csad.com/EPM/Goals/GoalList.aspx?r=1 » v @ N - Google | P\ 3 |
1

Florida | Sharing Mayo... ff Commitment to Tech... fb Job Opportunities | | Access to Recreation - 1§ The Integrated Postsec... [/ Toodledo : Your To-D... £ Fisher House Foundati...

mpowering People: Bates +

L - | 1[4

Goals & Competencies - Melani McGuire

@ GreateJ <’E Rgpurt;J i

Select ~ From:(8/1/2013 | To: (713112014 O I show Cancelled DH\deCump\eled

My Goals & Competencies Pl
Title Due Date Perspective Status ptions
1. Support for the Mission, Vision and Community Principles of Bates College T131/2014 Core Competency On Track ZE % 3
2. Knowledge and Performance of Job Responsibilities T131/2014 Core Competency On Track ZE %
3. Leadership and People Management T131/12014 Job Family Competency-Managerial On Track ZE %
4.Program and Project Management 713112014 Job Family Competency-Managerial On Track B
Compensation Study for Professional Job Family 212812014 Departmental Goal Pending Approval ZE %

Send an Approval Request
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You can add comments to a competency or goal by clicking on the fjnext to comments.
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“Exchibits professional behavior and positively represents the college and department through action, involvemant and sttitude. =
-Behaves in vays that build = community of trust, respect, and mutual suppert.

“Works vith others in a cooperative manner to accomplish mutual goals and foster teamuork and collaboration.
“Responds to and interacts with all individuals in 8 manner that is courteous, attentive, consistent and fair.
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A pop up box will appear where you can enter your comment. When finished, click Save.
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During the year, you can record the progress of your goal or competency by clicking on the title.
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Click on Save and continue working or if finished click on Save and Close. Your supervisor will receive an email each time
you submit, change or cancel a goal. You have now finished entering goals and reviewing the core and job family
competencies. Your supervisor will also enter goals and review competencies for your performance. Once you are both
finished, the next step is to have a discussion concerning your goals and competencies so that the expectations for
performance are clearly understood by both you and your supervisor.



