Performance Management Details and Timeline
Management Employees (pg1-3)
AFSCME, Nurse and Police/Security Employees (pg 4)

Performance management is a critical communication tool that helps define what, how and how well employees perform through the use of the job description, performance standards and appraisal documents. In addition to providing opportunities for positive reinforcement for good performers and early constructive counseling when issues arise (on a ongoing basis and during the assessment phase), it helps assess capabilities and training needs and ensures employee expectations are aligned with departmental, divisional and university goals. 

The following timeframe and tools are to be used for all management employees: 
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Management Position Questionnaire 
Describes what the employee does, including the essential responsibilities and duties, impact, working relationships, nature of supervision received/given (if appropriate), etc. 

Manager Performance Management and Development Instrument

This document helps specify the objectives and standards for the year that can serve as a basis for assessment and communication about outcomes and competencies.  “Objectives” (goals) are an extension of the job description and provide what specific work and project goals to be addressed during the evaluation cycle.  The “Standards” help convey how the work is to be performed. 

Using this comprehensive document in the assessment phase of the evaluation process conveys how well the employee performed during the evaluation cycle based on the performance categories. Also includes areas for comments, employee strengths, and areas for development for training and development purposes. 
Below are the specific process steps:
 

Planning 

1. Executive/strategic leadership reviews System/university goals and works with division/department managers to set goals. 

2. Division/department supervisors communicate System/university goals to management employees. 

3. Individual management employees develop drafts of individual objectives using the SMART format; Specific, Measurable, Attainable, Relevant, Time-based goals. 

4. The annual evaluation cycle is July 1 of one year through June 30 of the following year. 

5. Supervisor and management employee participate in planning discussion. 

· Agree on performance objectives. 

· Discuss their relationship to the performance factors in Part I. 

· Discuss and agree on developmental goals. 

· Discuss the meaning of the different performance ratings (see below). 

Part II: Performance Objectives of the Manager Performance Management and Development Instrument should be completed within 30 days of a manager's hire or within 30 days after the beginning of each new annual performance cycle; each objective should be related to the university's Plan for Excellence transformations. "Part VI: Performance Development Plan also can be included as part of the planning process. 

  

Coaching 

1. Supervisor tracks individual/team performance and reinforces/coaches. 

2. Management employee tracks individual/team results. 

3. Management employee asks supervisor for feedback. 

4. Management employee tells supervisor about any success/barriers to success. 

5. Management employee and supervisor assess the ongoing relevance of objectives and make appropriate modifications. 

6. Supervisor or management employee initiates interim review meetings (mid-year at minimum) to discuss performance progress to date.   

Reviewing 

· Management employee provides information on actual results to supervisor. 
Employee completes: 

· Part I: Performance Factors by rating each factor; and 

· Part III: Performance Objectives Results by completing the results achieved toward the objectives; and recommending a factor rating. 
Supervisor completes: 

· Part I: Performance Factors by rating each factor; 

· Part III: Performance Objectives Results by completing the results achieved toward the objectives; 

· Part IV: Summary of Overall Performance; 

· Part V: Overall Performance Rating (see below); and 

· Part VI: Performance Development Plan (growth and remedial strategies.) 
· Supervisor shares draft form with reviewing officer, who provides appropriate input. 

· Management employee and supervisor meet to discuss and finalize performance appraisal and then complete Part VII: Signatures. 

· Supervisor and management employee set meetings for performance and developmental planning for the next cycle. 

· Supervisor and reviewing officer participate in development/succession planning discussion about top performers. 

Rewarding 

1. Throughout the year, supervisor uses non-cash recognition to reward/reinforce performance. 

2. Supervisor uses pay guidelines to provide input regarding merit increases based on performance results. 

3. Leadership recognizes employee performance with a merit increase. 

4. Senior management recognizes management employees/teams using Special Performance Awards. These awards are described in more detail in the Salary Administration section of this manual. 

Rating System 

The rating system has three levels: 

1. Significantly Exceeds Expectations: Performance consistently above standards in all or nearly all areas and far exceeds normal expectations. 

2. At or Above Expectations: Performance fully meets or is generally above standards in a number but not a majority of expectations. 

3. Below Expectations: Performance is below standards in a number of expectations, but meets standards in others; or performance is below standards in a number of critical aspects where substantial improvement required. 
Critical Importance of Fair and Consistent Ratings 

University supervisors, reviewing officers, human resource offices, and senior management must work to ensure that evaluation ratings are fair, consistent, and that the ratings are a true reflection of a manager's performance in relation to the expected results for the position (as stated in the Manager Performance Management and Development Instrument form). While there is no specified distribution of managers across the rating levels, supervisors, reviewing officers, and System/university leadership need to be certain that evaluations are not unnecessarily skewed to the top rating, or to a rating reflecting a performance level that is higher than earned during the appraisal period. Since the program is driven to reward managers with higher merit increases based on higher levels of performance, ratings at a level higher than warranted will unduly reward overrated managers and also will serve to unfairly dilute the total percent increase available to remaining managers. 
Performance Management Details and Timeline: 
AFSCME, Nurse and Police/Security Employees

Staff performance management is a critical communication tool that helps define what, how and how well employees perform through the use of the job description, performance standards and appraisal documents. In addition to providing opportunities for positive reinforcement for good performers and early constructive counseling when issues arise (on a ongoing basis and during the assessment phase), it helps assess capabilities and training needs and ensures employee expectations are aligned with departmental, divisional and university goals. 

The following timeframe and tools are to be used for all AFSCME, nurse and police/security employees: 
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Job Description 
Describes what the employee does, including the essential functions, days/hours of work, nature of supervision received/given (if appropriate), etc. 
Performance Standards 
Standards help convey how the work is to be performed in terms of objectives/expectations and six performance factors-job knowledge/skills; work results; communications; initiative/problem solving; interpersonal relations/equal employment opportunity; work habits and supervision (if applicable). Standards can be employee-specific or established for multiple employees where common standards and/or jobs exist. The “Performance Evaluation Form Instructions and Standards Guide” includes sample standards that are examples of how standards can be written but are not intended to be WCU or PASSHE standards since departments should establish specific standards/expectations consistent with operational needs. 
Performance Appraisal 
Critical tool that conveys how well the employee performed during the evaluation cycle based on the job factors. Also includes areas for comments, employee strengths, and areas for development for training and development purposes. 

If you have questions about the forms or process, please contact the Office of Organizational Development (610)436-3380.
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1. PLANNING





Aug.-Sept.
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Sept.-June





Ongoing review by spvr. & employee against standards


Periodic progress checks


Recommended mid-cycle review
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