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Employee Instructions – CHS Faculty Condensed Review Form


1. Employee gets email notification to complete self evaluation. Click link from email or Login to talent.okstate.edu. A performance review form called “CHS Faculty Condensed Review Form” should appear on your home page or you will be taken directly to a Start/Welcome page. See the start page below:
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2. After clicking NEXT you will go to the “Job Responsibilities” tab seen below. Add narrative comments describing your performance as it relates to your Major Responsibilities to include effort for Teaching, Research/Scholarly and Creative Activity, Service/Outreach, and Administrative. Click “next” when you are done with all pages.
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3. After clicking NEXT, you will see the Core Competency page.  If you have a supervisory role, you will enter comments describing your supervisory performance under the Core Competency tab.
[image: ]

If you do not have a supervisory role, you will move into the “Goals” tab. It may prompt you to enter summary comments for the Competencies – you can just enter “n/a” 







4. On the Goals page enter comments describing the status of your prior year’s goals. Please include if Achieved, In Progress, Did Not Achieve, or N/A. Click “next” when you are done with this page.
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5. The Next Steps page will appear with a rating summary. Click “Go to next step” to submit your self evaluation and send the review to your supervisor.
[image: ]

6. Your supervisor will now complete their evaluation of your performance and then schedule a meeting with you to discuss.
Reminder: There is no rating scale or overall rating on the CHS Faculty Review. You and your supervisor will each provide narrative comments describing your performance. 






7. After your meeting with your supervisor you will get an email to login to talent.okstate.edu and click “acknowledge” on the review form. This completes the review process.
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Please contact Human Resources with any questions about the review process or forms at tulsa.hr@okstate.edu
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JeffKellerman - OSU CHS Faculty Condensed Review

Start '\ Job Responsibilities | Core Competencies | Goals | Nextsteps

v Saved Lastsaved:Jan 9, 2026, 1200pm | Actions v

Enter your annual goals from the last 12 months on the Goals tab and add any comments and indicate if the goal was achieved, in progress, or no longer applicable.
When you are done, click "Go to next step" below to submit your self-evaluation and send the review to your supervisor.

Note: You will be unable to view your review while your supervisor completes their portion of the evaluation.

Rating summary H ‘Your next step: Supervisor Evaluation

Rating summary —_0—0

~ Job Responsibllties

1.Job Responsiilty #1 - Teaching @ Clicking "Go to next step” will move
2.Job Responsitilty #2 - Adminstrative this evaluation to the next step and you
3.Job Responsibilty #3 - Research/Scholarly & Creative Activity will be unable to return to this step

4.Job Responsibily #4 - Service/Outreach

» Core Compotencios. Go to next step
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Your next step: Complete

Approval

| acknowledge that | have seen this report and
have been apprised of my evaluation. |
understand that | may make a written
statement to my supervisor within ten working
days following. If a statement is submitted
within ten working days, it will be attached to
this evaluation report. If | choose to make a
written statement below in the final comments
box, | will notify my supervisor.

@ Clicking "Acknowledge” will move
this evaluation to the next step and
you will be unable to return to this step

Notify Melissa after you approve

Kel
your evaluation?

. doyouapprove  acknowledge

View entire process
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Jayde Hightower - OSU CHS Faculty Condensed Review

Start | Job Responsibiliies | Core Competencies | Goals | Nextsteps

You are currently in the Employee Self-Evaluation phase of the performance evaluation process.

Employees can complste self-evaluations as part of the performance review process. A self-evaluation offers an opportunity to reflect on what you've accomplished during
the evaluation period.

Enter comments regarding your performance for the Job Responsibilty section and Supervisory Competency if applicable.

I you andior your supervisor set goals, enter your annual goals from the last 12 months on the Goals tab and add any comments and indicate if the goal was achieved, in
progress, of no longer appicable.

Note: Your supervisor will be unable to view your evaluation during this phase.

Click "Next" below to start your self-evaluation
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Job responsibiltes are listed below. During this phase, do not edit job responsibilties.

1. Provide required narrative comments describing your performance as i relates to your Major Responsibilities to include percent effort for Teaching,
Research/Scholarly and Creative Activity, Service/Outreach, and Administrative.

2. Upload supplementary documents and link journal entries by using the "down arrow” by the comment button.

You can also leave final comments at the bottom of the page. When you are done, click "Next” to advance to the next section

~ Job Responsibility #1 - Teaching

Please describe performance as it relates to the responsibiliy of Administrative Duties and include the percent of time for this duty for this position.

There are no comments for this goal.

Actons ~
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Core Competencies

~ Supervisory Role

Provides leadership, guidance and direction to employees.

Selects qualified workers and ensures proper training and guidance on policies and procedures.
* Gives positive reinforcement in a timely manner for job success and provides accountability for poor behavior and performance.

+ Communicate information regarding OSU's mission, vision and goals so that employees may increase their contribution to the organization's success.

Add

© Comment Tina Tappana

Jamie met all expectations
Todayat 11:47 AM

Summary: Core Competencies

O My Core Competencies are

Jamie

Q B

Tina Jamie met all expectations
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start | Job Responsibilities | Core Competencies | Goals | Nextsteps

v Saved Lastsa

n | Actionsv

Goals

‘The Goals section of the review is unrated and does not figure into the final review score. You can leave comments, upload documents or link a journal entry using the "Add
comment" button for any goals you have entered below.

When complete, click "Next" to move on to the next section of the review.

~ Goal #1 - Test - manager entered this goal

Please enter goals from this evaluation period.

Complete faculty review test form by 1-12-25

© Comment Jeff Kellerman
In Progress, will complete by 1/12/26

Today at 1200 PM




