	[image: image1.png]



	Central Administration/Campus Services
2013-2014
Performance Management Process



	Employee Name:
	Current Job Title:

	Department:
	Manager Name:

	Salary Grade:
	


Part I Performance Planning/ Goal Setting 
	Goals / Deliverables


	Metrics 

	Performance Factors/Competencies

Skills and behaviors needed to achieve goal
	Timeframe
	Outcome
Employee/Manager complete at Year End Assessment phase

	
	
	
	
	Employee:
Manager: 



	
	
	
	
	Employee:

Manager: 


	
	
	
	
	Employee:
Manager: 



	For Managers: Effectively manage and support direct reports throughout the year.  Including, but not limited to open two-way communication, coaching, commitment to PMP process, ongoing feedback, etc.  
	· Timely completion of all phases of PMP process including ongoing 1:1 discussions

· Feedback (upward feedback, direct supervisor, etc.)
	· Develops Others

· Communication skills
	
	Employee:

Manager: 




	OPTIONAL - Unit’s Competencies or Performance Factors – Unit specific common performance factor/competency may be included, if applicable.

	Unit’s Performance Factor/ Competency 
	Outcome


	Customer Focus: Making customers and their needs a primary focus of one’s actions; developing and sustaining productive customer relationships. 
Seeks to understand customers; actively seeks information to understand customers’ circumstances, problems, expectations, and needs.  Shares information with     customers to build their understanding of issues and capabilities. Builds rapport and cooperative relationships with customers. Takes action to meet customer needs and concerns.

	Employee:

Manager: 



	Accountability

Managing your own work/activities/behavior as well as others that may report to you.
Communication

Clearly conveying information and ideas through a variety of media to individuals or groups in a manner that engages the audience and helps them understand and retain the message.
Building Positive Working Relationships (Teamwork/Collaboration): Developing and using collaborative relationships to facilitate the accomplishment of work goals; proactively tries to build effective working relationships with other people; probes for and provides information to clarify situations; seeks and expands on original ideas, enhances others’ ideas, and contributes own ideas about the issues at hand; paces higher priority on team or organization goals than on own goals; gains agreement from partners to support ideas or take partnership-oriented action; uses sound rationale to explain value of actions; establishes good interpersonal relationships by helping people feel valued, appreciated, and included in discussions (enhances self-esteem, empathizes, involves, discloses, supports). 


	Employee:

Manager: 

Employee:

Manager: 

Employee:

Manager: 




Part II Professional Growth & Development 
	Strengths – What do I do well?
	How will I utilize and/or further develop my strengths?
	Outcome

	
	
	Employee:

Manager: 



	Areas of Opportunity – What areas should I continue to develop?
	Development Activity – How will I develop these areas of opportunity?
	Outcome 

	
	
	Employee:

Manager: 




Part III Mid Year Assessment









Date Completed_____________________
	Mid Year Assessment Summary –                                                                                               

	Employee Comments:



	Manager’s Comments:




Part IV Year End Assessment 


 






Date Completed_____________________
	Year End Assessment Summary –                                                                                                        

	Employee Comments:



	Manager’s Comments:




Part V Ratings and Signatures 


 







	Overall Rating  (To be determined by manager at Year End Assessment)

	5 – Leading Performance 
	4 – Strong Performance
	3 – Proficient Performance
	2 – Building Performance
	1 – Needs Immediate Improvement

	This rating is reserved for those few individuals whose performance consistently exceeds the job requirements as measured by productivity, efficiency, quality, timeliness, and working with others to meet the overall objectives of the unit.  Is recognized as a role model in their position.  This individual has mastered the behaviors, knowledge, skills and experience required for this role and is ready for an expanded role.  This rating is reserved for employees in their role for at least a year and it is unlikely that an employee receive this rating two years in a row.  
	Consistently meets and occasionally exceeds expectations.  Exhibits strong performance and a high degree of effectiveness. Takes personal ownership and works collaboratively to solve problems. Demonstrates high levels of energy, effort, effectiveness and judgment with limited supervision.
	Consistently meets expectations. Performance is reflective of a fully qualified and experienced person in the position. Prioritizes work effectively and gets the job done. Works toward the overall objective of the team. Takes ownership of job goals and worked collaboratively to substantially achieve them.  Demonstrates commitment, good judgment and teamwork.
	Gaining proficiency; Achieves some position goals and responsibilities, but does not yet perform consistently in all work situations.  Must perform more consistently and acquire necessary knowledge and skills.  This rating may be for employees who are new to their role (6mos-a year) .  If employee is not new to their role, this rating may require a performance improvement plan.  
	Lacking proficiency in performance.  Goals have not been accomplished; knowledge, skills, and abilities have not been demonstrated at appropriate levels.  Lack of improvement in the quality or consistency of performance.  The overall rating requires a performance improvement plan.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



SIGNATURES: (The employee’s signature acknowledges that the review took place, not necessarily agreement of the overall rating or review comments.)
Employee: __________________________________________________  
Date: ________________________________

Manager: ___________________________________________________ 
Date: ________________________________

