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1.0 SCOPE

1.1 This work procedure describes the Goal Setting process for administrators. The employee steps for
entering goals are described in a separate document.

2.0 RESPONSIBILITY

2.1 Teachers and administrators are responsible for working collaboratively to establish the teacher’s
goals for each school year.

2.2 While there may be preliminary discussions between the teacher and the administrator regarding
the goal setting process, the teacher will be responsible for initiating the goal setting process by
entering their goals into the PeopleSoft ePerformance system.

2.3 The administrator will be responsible for reviewing and approving the goals entered into the
PeopleSoft ePerformance system and, after making any agreed upon changes with the teacher, for
“completing” the goals in the system.

3.0 APPROVAL AUTHORITY

3.1 Administrators are responsible for approving and completing the goal setting process for each
teacher in the PeopleSoft ePerformance system.

4.0 DEFINITIONS

4.1 ePerformance: the PeopleSoft module used to complete and manage all District personnel
evaluations beginning with the 2011-2012 school year.

4.2 Performance document: PeopleSoft performance management documents, such as an
employee’s Evaluation or Formal Observation document. Beginning with the 2012-2013 school
year, the Goal Setting process has been integrated into the performance document.

4.3 Performance Goal: a measurable, desired result to be achieved in a specified time period that is
agreed upon between the teacher/employee and their principal/manager.
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5.0 PROCEDURE

5.1 Log in to PeopleSoft. This example shows the PeopleSoft Portal page as the starting point as
there are numerous ways to access the PeopleSoft Portal (e.g. from SharePoint, directly from a
web browser window, etc.). The PeopleSoft Portal page is shown below. Note: your home page
is likely to be different from anyone else’s home page, but the common PeopleSoft functionality

should be visible. Specifically, you should see the Human Resources tab next to the My Page tab
and Employee Self Service on your Enterprise Menu.

Welcome!

é"‘“% Thu, Mar 8, 12

n (% 5 - - Home Add to My Links

By ) Every child is a work of art. Create a masterpiece.

.hfoo\.o

- n Search: My Links | Select One: h
My Page | Human Resources Financials ®
Personalize Content Layout
Enterprise Menu [=]| [Main Menu (2] [=] [x|| |Enterprise Portal News 2] (4 [F X
[ Commitrment Control Commitment Control 2011W-2 is available online
E g:ﬁsmz;ﬂiatmr“ts Define or mairtain budgets, budget-check, and reviev budgets and The 2011 W-2 is now available online for viewing and printing
- s eXeepllons) 403(b) 457 Plans
. [ Review Budnet Activities
[- Employee Self Service 403(h) 457 Plans Universal Availability Notice Plus 2012 Maximum
[ Project Costing Customer Contracts Allowable Contribution Limits Final
[ RCSD Reporting Access customer cortracts Vigwr &) Articles end Sections
[ Purchasing = My Contracts
> PeopleSoft
[ Worklist ﬁ eProcurement
> Reporting Tools Set up eProcurement, manage of approve eProcurement requistions or
— Change by Password POs.
— My Personalizations = Create Requisition
— M Dictionary = Manage Requistions
= Recesive ftems

5.2 Click on the Human Resources tab. A page similar to the following will be displayed.

Every child is a work of art. Creat

S,
®)

My Page | Human Resources | Financials

Personalize Content Layout

Human Resources Menu [=]| [Employee Leave S

£[EZ|Human Resources 9.1 ‘Leave Balances
4 Access Human Resources Management System 9.1 Maintenance Pack 1
on PeopleTools 8 5.

Sick
Vacation

ﬁ Employee Self Service Parsonal

Etnployes Self Service transactions; includes Time Reporting, Personal

Information, Payroll and Compensation, Benefits, Stock Activity, Training

and Development, and emploves Recruting Activities.

= RCED PAR Review

(= Emplovee Home Human Besources |

5.3 Click on the Human Resources 9.1 link. Your PeopleSoft Human Resources Main Menu will
appear (see next page). Note: the menu options available for your use will vary depending upon
your job responsibilities and the associated system security. For brevity, a number of menu
options for this manager are not shown in the graphic below.
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ORACLE
Favorites = Main Menu
Personalize Content | Layout

| Menu =
Search:

| )

[ My Favorites

[ Self Service

[ Manager Self Senvice

[ Recruiting

[ rkforce Administration
fits

[t -1

[ Packa.,

— Applicant Home

— Careers

— Change My Password
— My Personalizations
— My System Profile

— My Dictionary

— My Feeds

— My Portal Home

5.4 Click on the Manager Self Service menu option.

ORACLE’
Home | Workist | MutiChannel Console | AddtoFavorites |  Sign out

Favovnces Ma\nvMenu > Manager S;elfsar\.uce
Menager Self Service

g Manager Self Service Edit "Manager Seif Service” Foider

for you.
= RCSD PAR Review Review Transactions | Time Management

Personnel Activity Report (PAR) Review Review transactions that you have submited # Manage schedules, view and approve reported and payable time, absence
and overtime requests, exceptions, and more.
1 Manage Schedules
[ Approve Time and Exceptions
1 Report Time

2 More.
lob and Personal Information ‘Compensation and Stock @’T‘ Learning and Development
anage job and personal information for your employees. Manage salaries for your workforce, either by individual or by group. Q /Add and review information related to leaming and development for

= Wiew Emploves Personal lnfo Review the compensation history and total compensation picture for your employees.

= View Employee Personal Info direct reports, as well as review their stock option history and vesti =] Current Team Profiles

=] Request Reporting Change of shares. = Team Historical Profiles

32 More.. [E Allocate Compensation = Maintain Job Profies
= Approve Compensation Proposals 14 More...
=] Request Ad Hoc Salary Change
11 More.
ﬁ Team Learning iﬁ’\; Performance Management Career Planning

View and maintain team learning records and objectives, and browse and Plan, evaluate and manage performance and development for your Wanage Career Planning Self Service

'search the learning catalog. workforce. [=] Manage Career Plans

[ Manager Learning Center [ Performance Documents

= Career Progression Chart
=] Team Members

[E] Search Catalog
S More.

ﬁ?ﬁ Succession Planning

%_,/f Manage employee Succession Plans
= Succession 360°
[=] Manage Succession Plans

5.5 Click on the Performance Management link.
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ORACLE’

Home | 'workist | MutiChannelConsole | AddtoFavertes | Signout
Favgrites : Main Menu > Manager Self Service
Wanager Self Service
@ Performance Management Edit "Performance Management” Folder
Plan, for your workforee.

Performance Documents

Create, update, and view performance documents for your workforce.
Create Documents

Current Documents

Historical Documents

View-Only Documents

Administrative Tasks

i i i i

5.6 Click on the Performance Documents link.

ORACLE

Home | Workist |
Favc;rites Ma\nvMenu 5 Manager Self Service
Manager Self Service

ﬁ Performance Documents

Edit “Performance Documents” Folder
Create, update, and view performance documents for your workforce.

E“ Create Documents E Current Documents E Historical Documents
Create performance documents for your direct reports. Update or view your employses’ performance documents for the current View your employees’ completad performance documents.
period.

MultiChannel Console | Addto Favorites | Sign out

=| View-Only Documents
=

Administrative Tasks
View performance documents for direct and indirect reports.

Perform various administrative tasks on your performance documents.
= Transfer Document

o.7

Click on the Current Documents link. A roster of the employees whose evaluations are assigned
to you will appear as shown below.

ORACLE"
Home | Workist | MutiChannelConsole | AddtoFavortes | Sign out
Favorites - Main Menu > Manager Seff Service > Performance Management > Performance Documents > Curent Documents
& new window  [F Customize Page [ ntp
Current Performance Documents

Listed below are the current performance decuments for which you are the Manager.

Documents you own

Employee

Customize | Find | B | 3% First £ 1450745 10 o=t

e Employee~ E°°“"‘emwpe ':eg'" Date Eogpate  Job Title Status

991300 Fred Flintstone RTA2012-2012 |09/02/2012 06i29/2013 |Tchr-Elem 4-6 In Progress
9913002 Barney Rubble RTA2012-2013 |08/02/2012 06i29/2013 |Tchr-Elem 4-6 In Progress
9913003 Terry Teacher RTA2012-2013 08/02/2012 06/29/2013 Tchr-Elem 4-6 In Progress

9914004 Roger Roadrunner RTA2012-2013 |09/02/2012 06i29i2013 |TCHR-KINDERGARTEN-BILINGUAL In Progress

5.8 Click on the RTA 2012-2013 link next to the teacher whose goals you are ready to review.
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FEVCIJitES MEinvMEI"IL.I » Self Service » Performance Management * M‘f’ Performance Documents » Current Documents
Current Performance Documents

Document Details

Barney Rubble, Tchr-Elem 4-6
RTA 2012-2013: 09/02/2012 - 06/29/2013

Performance Document Details

Employee: Barney Rubble Job Title: Tchr-Elem 4-6

Document Type: RTA 2012-2013 Period: 09/02/2012- 06/29/2013
Template: RTA Teachscape 2011_Admin Document ID: 2820

Only

Manager: Mister Slate Status: In Progress

Document Progress

Step Status Due Date Action Hext Action
Set Goals O Mot Started 06/29/2013  Edit Complete
Complete Manager Evaluation O Mot Started 06/29/2013

Return to Select Documents

5.9 Click on the Edit link in the Action column for the Set Goals step.

ORACLE

Favc‘»'rites MainvMenu > Manager Svelf Service Perforrrﬂncevrl-'lanagement > PerforrrﬂnceiDocuments » Current Documents
Performance Document - RTA 2012-2013

Performance Criteria

Barney Rubhble, Tchr-Elem 4-6

RTA 2012-2013: 09/02/2012 - 06/29/2012

| sae | Complete & El  Retum to Document Detail
Expand All Collapse All Expand Sections

« Professional Development Incentive

Click on the link below to select to view the employee's paricipation choice in PDI- Professional
Development Incentive.

RCSD Professional Development Incentive Link

«= Goal Setting: Domain 1 - Planning & Preparation

After conferencing with the employee, make agreed upon edits to the goals and/or add additional

goals.
Expand Collapse

¥ Improve Student Assessments

Add Goal Setting: Domain 1 - Planning & Preparation

= @Goal Setting: Domain 2 - Classroom Environment

5.10 Use the Expand All or the Expand link within each section to display the responses to the PDI
questions, TIF questions and the goals that were entered by the teacher.
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5.11 As you collaborate with the teacher, if you agree to edit a particular goal, click on the Edit &

icon to edit the goal. For example, you may agree how the achievement of the goal will be
measured.

Performance Document - RTA 2012-2013
Edit Goal Setting: Domain 1 - Planning & Preparation

“Title: |Impruue Student Assessments

Description: Ensure that the student assessments are aligned properly with @
instructional outcomnes and are adapted, as necessary, for individual
students. This will be measured by |

Created By: _ Barney Rubble D314/2012 2:25FM
Update |  Return to Performance Criteria

5.12 Click the Update button to update the goal with the agreed language.

= Goal Setting: Domain 1 - Planning & Preparation

After conferencing with the employee, make agreed upon edits to the goals and/or add additional

goals.
Expand Collapse
Description : Ensure that the student assessments are aligned properly with & EI

instructional outcomes and are adapted, as necessary, for individual
students. This will be measured by ...

Crested By: Barney Rubkke O 1402012 2:38PM
Last Modified By:  Mister Slate 012012 Z:4EFM Modification History

5.13 After reviewing and making any agreed-upon edits to the remainder of the goals, the manager
will need to “Complete” the goal setting process.

Save | Complete & E Return to Document Detail

Note: the example shown here assumes that the administrator, while collaborating with the
teacher, will make the edits to the goals. If desired, the administrator can have the teacher make
the agreed upon changes to the goals. However, the administrator will still be responsible for

completing the goal setting process in the PeopleSoft ePerformance system once all of the edits
are made to the goals.

5.14 Click on the Complete button to finalize the goal setting portion of the performance document.
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ORACLE

Favovr'rtes Mainvl'l-'lenu s Manager Self Service » Performance Management » Performance Documents @ Current Documents
o - - -

Performance Document - RTA 2012-2013
Complete Performance Criteria

To confirm that you would like to complete, select the Complete button.

| Complete  Cancel

5.15 Once again, click on the Complete button to finalize the goal setting step. A confirmation page
will appear indicating that you have successfully completed the Set Goals step.

ORACLE

Fa\rtlriteséMainvMenu > Manager Self Service » Performance Management > Performance Documents »  Current Documents
o - - -

Current Performance Documents

Document Details

Bamey Rubble. Tchr-Elem 4-6
RTA 2012-2013: 09/02/2012 - 06/28/2013

4 You have successfully completed the Set Goals step.

Performance Document Details

Employee: Barmey Rubble Job Title: Tchr-Elem 4-8
Document Type: RTA 2012-2013 Period: 09/02/2012 -  06/29/2013
Template: RTA Teachscape 2011_Admin Document 1D: 2820
Only
Manager: Mister Slate Status: In Progress
Document Progress
Step Status Due Date Action Next Action
Set Goals + Completed 06/29/2013  Vie
Complete Manager Evaluation O | Not Started 06/29/2013 Sta

Return to Select Documents

5.16 Congratulations! You have completed the goal setting process for this teacher.

5.17 Click on the Return to Select Documents link to return to your roster of teachers to evaluate if
you have additional goal setting meetings to conduct or simply Sign out of PeopleSoft if you
have completed all of your goal setting meetings.
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6.0 ASSOCIATED DOCUMENTS
6.1 None.
7.0 RECORD RETENTION
Identification Storage Retention Disposition Protection
PeopleSoft SharePoint Until Superceded N/A
ePerformance initial ePerformance project
implementation. site. Displayed on
EngageRochester site.
8.0 REVISION HISTORY
Date: Rev. Description of Revision:
9/25/12 Original Original Document
***End of Procedure***
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