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Preparing your 12-month self-reflection

The 12-month reflection check-in aims to ensure there is an opportunity for conversation to affirm and reflect on
your 2024 achievements, as well as provide space to discuss any development and growth opportunities. It
requires you to update the status of the goals you have worked on for the year and complete the 12-month self-
reflection guestions.

Document quick links —

Signing into Culture Amp
Forgotten Password

Updating status of goals

Linking goals to strategic priorities
Completing the self-reflection
Adding in a new goal

Who to contact for assistance

Signing into Culture Amp

How do | log on?

1. A Culture Amp link is available under general staff resources on the CEB SIMON home page,
alternatively, you can click on www.cultureamp.com

2. Click on sign-in on the top right-hand side of page. ]
3. Enterinyour details and click sign in.
C Culture Amp

sword

.

Can't sign in?

[ G sign in with Google ]

[ Sign in via SSO ]
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http://www.cultureamp.com/

Forgotten your password?

1. Click on can’t sign in (under the blue sign-in button, pictured above).

2. Enter your work email address and click send recovery email (pictured below).

3. You will receive an email from ajones@ceob.edu.au via Culture Amp that will provide you
with prompts to set a password.

C Culture Amp

Can’t signin?
Don’t worry — just enter your

work email to get access to your
account.

fmurphy@dobcel.catholic.edu.

(| Send recovery email .

Cancel

When you first log in, you should land on the home page. If you do not land on the home page, click
Home on the toolbar (top left-hand corner of the page). The Home page provides an overview of the
Culture Amp options available.

The overview will provide you with a list of any tasks that need to be completed.

C Culture Amp Home ‘eedback v 1-on-1s Goals v Performance v  Development v

Home

Your overview

Complete your self-reflection

12 month reflection check-in - sample

Go to archived tasks
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UPDATING GOALS

How do | update the status of my goals?

Your goals can be updated at any time during the year. As part of your 12-month self-reflection, you should
ensure that all your goals have been updated.

Step 1: To update goals, access your goals via the tool bar at the top of the page, clicking on goals (classic) will
display a full screen containing all your goals.

e
C Culture Amp Home Feedback v 1-on-1s v Goals v Performance v  Development v  Analytics v

’
Goals

Action plans

Individual Department Company

T Filter @ Results: 3 goals

admin role °
goals
sample goal 1 AR Dec 31,2023 0% >
2 Individual
sample goal 2 AR Dec 31, 2023 0% >

& Individual

Step 2: Click on the goal you wish to update. Your goal will open. To edit, click on the 3 dots on the right-hand
side. This will provide you with the option to edit, copy or delete a goal.

sample goal 1

Details <4—— Click here to edit goal

2 Individual Copy goal

B December 31, 2023 Delete goal
M Medium Priority
®

Everyone

Owners

Step 3: Your goal will open in a full screen, and you will be able to edit and update the goal.

Step 4: Updating the key results will update the overall completed percentage of the goal.
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If no key results are included as part of the goal; you should update the overall goal, based on what you have

completed.
Example —
& Individual
In progress v
B December 31,2023
M Medium Pricrity
©  Everyone
Owners
F Fiona

Manager: Organisation Development

Key Results < Overall percentage of goal

Principal contract reviews for 2023 (outside of process review) with aCh Ieved .

letters issued before end April and oversight of process completion by
Key results areas —to

start of T4
o
100 \
update move the blue dot,

® <+——  or update percentage
10 number in box.

Enrichment leave mangement of approved 2023 requests and invite new
applications for 2024

[ ] 81 %

WGEA report (March to May 2023)

Step 5: Repeat this process for all your goals.
At the end of the year, all your goals will stay recorded in that year date cycle.

To review goals from previous review periods you will need to you will need to select the right time frame. For
example, to review 2023 goals you will need to select the Janl, 2023 — Dec 31, 2023, date range.

Goals

Individual Direct reports Department Company

Due date v Status: In progress, Blocked, Accomplished Goal type: No type, Development, Business v

® B2 company Goal Cycles “ January 2024
Jan 1, 2024 - Dec 31, 2024 Sun Mon Tue Wed Thu Fri
Jan 1, 2023 - Dec 31, 2023 T2 3 4 5
Jan 1, 2022 - Dec 31, 2022 78 8 10 M 12 13
Jan 1, 2021 - Dec 31, 2021 14 g 17 18 19 20 F Dec 31, 2023
Custom date range 21 22 23 24 25 26 27

28 29 30 3
F Dec 31,2023

Select start - Select end
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How do | aligh my goals to strategic priorities?

If you have not already aligned your goals to one of DOBCEL'’s strategic priorities, please ensure you
do this.

You can click here to access a Culture Amp support article to link your goals or follow the instructions
below.

Step 1: You can access your goals via the toolbar at the top of the Culture Amp page.

C Culture Amp Home Feedback ~ 1-on-1s Goals ~ Performance ~ Development ~

Step 2: This will bring up your individual goals. To update an individual goal, click on the goal and it
will open on the right-hand side of the page. This box will include any notes you have made and
key results you have captured that are required to achieve the goal.

Step 3: At the top of the goal box are 3 dots, click on the dots to bring up the option to edit your

goal.
>
Your Principalship - Principal Contract @ 4———C”Ck here to edit/copy or delete
T your goal
Development of a robust principalc  Edit goal

that is EBA compliant, fit for purpos

the process uses relevant and appnn Copy goal
it looks like and that it supports the

notification of a principals contract | Dalete goal
contract. This should be in place for =

Step 4: Your goal will open in a full screen once you have opened it for editing.

Scroll down to the bottom of the goal and click on add goal alighment.

Align to other goals @

@ Add goal alignment (optional)
Cancel Update

Step 5: Ensure you have highlighted company goals, then options will appear for you to align your
goal to the appropriate strategic option.

Step 6: Select the appropriate strategic option that aligns with your goal (example below).

Step 7: Remember to click update when complete. (example below)

Align to other goals

Department goals esmpany goals
Search

a, ‘

— Develop and launch a strategic marketing plan to promote and
“— celebrate Catholic Education across the Diocese of Ballarat

— Promote and embed professional learning opportunities that
“— immerse us in Cathelic Identity, Religious Education & Mission

Develop and deliver a DOBCEL staff wellbeing plan and a
() student/school community wellbeing plan, including the roll-out of

endorsed Student Wellbeing Review recommendations

Clarify and enhance pathways for Catholic educational leadership

("] for those aspirant or new to educational leadership and those -

Hide goal alignment ~

Cance‘ Update ’

Step 8: Repeat this process for all your goals.
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https://support.cultureamp.com/en/articles/7048439-align-goals-to-higher-order-goals

Adding in new goals

At any time during the year, you can add new goals. To add a goal, you will need to access your goals via the
tool bar at the top of the page.

Step 1: Click on create goal

'C Culture Amp Home Feedback v 1-on-1s Goals v Performance v  Development v £ Settings ™| Help & chat

—

Step 2: Click on individual goal

‘
Create goal v
S =

Individual goal

Step 3: Complete the required information and click create at the bottom of the screen

Create new individual goal

Individual goal details

Goal title

@ Add description (optional)

Due date

31 Dec 2023 (] ]

Input format: da/mm/yyyy

Goal type (optional) @

No type v ]

Goal can be seenby @

Everyone v ]

Advanced
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COMPLETING YOUR SELF REFLECTION

How do | complete my 12-month self-reflection?

1. When the 12-month self-reflection template is assigned to your profile in Culture Amp,
you will receive an email to advise you that you can complete your reflection.

2. Click on the complete self-reflection button, which will take you directly to your self-
reflection or alternatively access the self-reflection via the home page by clicking on the
home button at the top left-hand corner of the page.

C Culture Amp

Complete your self-reflection

Hi Fiona

As part of 12 month reflection check-in - sample, you need to
complete your self-reflection. It is due by Tuesday, Oct 31 at 12:00

pm (AEDT).
Complete self-reflection -

Your template will look similar to the example below. The questions to respond to are listed in the
main screen, and the pop-up box on the right-hand side contains tools to assist in responding to your
self-reflection. The tools descriptions are detailed below.

Example template -

CcultureAmp  Home Feedback v 1-on-1s Goals v Performance v  Development v X Settings M Help & chat *

x

L)
B

<) @ Fiona Murphy

Goals

6 month check-in - employee self reflection

Due July 31, 2023 at 11:00 PM GMT+10

Access
Jan1,2023 - Dec 31,2023 ~ goals

@ Notification Your self-refiection will be sent to your manager

Develop and launch a strategic marketing plan to
promote and celebrate Catholic Education across the
1. What have you been most proud of in the last 6 months? Diocese of Ballarat
Catholic Education Ba B Dec3t, 2023

Your response,
0%

Promote and embed professional learning
opportunities that immerse us in Catholic Identity,
Religious Education & Mission
2. What supports or impedes your success? B1 Catholic Education Ballarat ) Dec 31, 2023

0%

Develop and deliver a DOBGEL staff wellbeing plan
and a student/school community wellbeing plan,
including the roll-out of endorsed Student Wellbeing
Review recommendations
3. Do you need any information, support, resources o learning to aid success over the R B
coming months?
0%
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You are required to complete all questions in the self-reflection. Your responses will auto-save as you type.

When you have completed the self-reflection ensure you click ‘send to your manager’ at the bottom of the page.

Once submitted, you will be unable to edit your feedback.

Send to your manager

*Please note these icons only contain information that has been recorded. If nothing has been recorded, the box will be
blank when clicked on.

Tool descriptions -

= This box will contain any notes
from one-on-ones recorded

- This box will contain any feedback
provided through the feedback
function

self-reflections recorded

This box will contain any active
goals

B This box will contain any previous

Who can | contact for assistance?

Please contact Fiona Murphy or Emma Baldwin for assistance.
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