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Appraisal: Preparing for SUPER Success

Regional Training Session – Fall 2006
Secretaries

Today’s Agenda

· SUPER Update
· Overview

· Process for Performance Appraisal

· Demonstrations: 

· Creation of the appraisal form

· Completing the form

· Navigating the module

· County Director Perspective

· Documentation Discussion

· Questions and Comments 

SUPER Development Update

· This Year: Six modules deployed this year

· This Month: Performance Appraisal deployed

· Next Steps: Enrollment, Vitae-Builder, Civil Rights Compliance Report, Unit Operations

High-Level Overview
	Personnel
	Create
	Rate
	Lock/Unlock
	View

	Program Assistant
	Yes
	No
	No/No
	Own

	Secretary
	Yes
	No
	No/No
	Own

	Agent
	Yes
	No
	No/No
	Own

	County Director
	Yes
	Yes
	No/No
	Own plus unit

	Regional Program Leader
	Yes
	Yes
	No/No
	Own plus region

	Regional Director
	Yes
	Yes
	Yes/Yes
	Own plus region

	Dean’s Office
	Yes
	Yes
	Yes/No
	State


[image: image4.png]SUPER

System for University Planning Evaluation & Reporting




Criteria for Secretaries
· Skills and Knowledge

· Office Procedures

· Work Habits

· Professionalism 

Big Ideas

· Use SUPER rather than the performance appraisal database in Lotus Notes 

· No changes to rubric or rating criteria

· Only changes are in layout and analytical tools to make this easier and faster for everyone

Already Part of Your Appraisal

· Professional development

· Courses/events facilitated

Training/Registration

· When the Training/Registration module launches, then these two items will automatically appear on your appraisal:

· Training you have successfully completed
· Courses/Events you have facilitated

Process

· The appraisal process is unchanged

· Let’s look at a diagram together
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Notice 
· How to create an appraisal form

· How to complete the form: goals, comments and documentation

· How to submit an appraisal

Please do the following:

· Create your appraisal for 2006

· Go through the tabs; become familiar with the form

· Do NOT submit

Documentation: Guiding Principals

Personnel should be very selective when attaching documentation to the performance appraisal form. Documentation should reflect one or more of these guiding principles:

· Documents should reflect rating criteria on the rubric  and be in the correct section of the appraisal. 

· Documents should show quality of work rather than quantity of work.

· Documents should show achievement of or progress toward goals from the previous year’s appraisal.  

1 – Reflect Rating Criteria

· A written component reflecting a training would go under Professionalism.  Example: completed two courses toward completing CPS
· A written component reflecting reporting would go under Office Procedures (secretaries) ; Program Implementation, Delivery and Reporting (program assistants).  Example: All reports were completed and turned in one day earlier than due date.
Automatically In Your Appraisal

· Professional development

· Courses/events facilitated

3 – Goals from previous year

· You may attach documents to show that you achieved or that you made progress toward goals set on last year’s appraisal 

Comments

· What did you like about the SUPER appraisal module?

· What concerns do you have? 

Just Ask

· We want to answer any of your questions now for the benefit of everyone in the region

· If we do not know the answer, we will direct your question to the appropriate party

Dates for 2006
December 1 – Performance Appraisals to County Directors (or set by county director)
Signed Appraisal





Complete Appraisal





New Appraisal





Extension Administration





Regional Director





County Director





Secretary or Program Assistant 
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