Westminster College – Performance Management Planning and Review
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	Instructions:

	· Enter the employee’s 3 to 5 areas of Major Responsibilities that support business objectives and describe the results achieved for each during the review period. 

· Indicate the employee’s performance rating for each Major Responsibility at the bottom of each Major Responsibility area.   Definitions of ratings are at the bottom of page 2.

· Complete an assessment of the Skill Areas on page 2.

· Provide Performance Summary Comments and Overall Performance Rating on page 2.

· Complete Development Plan and Career Discussion on pages 4 and 5.


	1.  MAJOR RESPONSIBILITIES AND RESULTS ACHIEVED

	Human Resource management (Managers Only)

	Rating:  



	Rating:



	Rating:



	Rating:



	Rating:



	Rating:




	2.  Skill Assessment: Assess the employee in each applicable Skill Area. Note the rating that best describes the employee’s level of skill development in each Skill Area. (See Rating Definitions at the bottom of this page.  Refer to next page for definitions of the Skill Areas.)            

	Skill Areas
	Ratings

	Leadership Style and Influence 
	

	Staffing and Subordinate Development 
	

	Analytical and Decision Making 
	

	Interpersonal 
	

	Communication 
	

	Planning and Organizing 
	

	Adaptation
	

	Motivation and Commitment 
	

	Technical Knowledge in Field
	


	Performance Summary Comments:

	


	OVERALL PERFORMANCE RATING     (write in overall rating in the box to the right)
	

	In determining the overall performance rating, consider the performance ratings assigned to the Major Responsibilities, Skill Areas and, as appropriate, feedback from clients, peers, and subordinates.
	


	
	Rating Definitions
	

	
	Results Achieved
	Skill Areas

	EX
	Exceptional - Performance substantially exceeds the requirements of the assignment on a regular basis. There is little room for improvement.  Clearly demonstrates outstanding performance. 
	Demonstrates a significant degree of skill development in this area; distinguishing attribute for this individual; serves as a role model.

	ER
	Exceeds Requirements - Performance exceeds job requirements most of the time.  Overall contribution to the college is significant, and it is obvious that the incumbent has addressed all of the accountabilities in an exemplary manner.  Takes initiative in exploring new opportunity areas. 
	Demonstrates a high degree of skill development in this area.  Often referred to for support from others in this skill area.

	FS
	Fully Satisfactory - Performance consistently meets and often exceeds the requirements of the assignment. Results are good and what is expected from a fully qualified incumbent.
	Demonstrates the required degree of skill development in this area.

	AC
	Acceptable - Performance generally meets the requirements of the assignment but further progress is expected to perform at the level of a fully qualified incumbent.
	Some improvement in the development of this Skill Area would be beneficial for this employee’s effectiveness.

	UN
	Unacceptable - Performance is clearly unsatisfactory and real improvement is necessary. Performance improvement plan attached. 
	Substantial improvement in this Skill Area is clearly required.

	NA
	  Not Applicable


	Skill Area not applicable to this employee




	      Definitions of Skill Areas        

	Leadership Style and Influence
	Staffing and Subordinate Development
	Analytical and Decision Making

	Sets an example of personal performance and integrity that encourages excellence in converting decisions into actions.
Works to create a results focused work environment.
Explains or asks for required results along with consequences and rewards associated with their accomplishment, and monitors progress.
Builds strong relationships by viewing issues from own and other perspectives.
Thinks logically, conceptualizing ideas and/or projects and their interrelationships; develops or implements strategic concepts, ideas, programs, and tactics.
	Understands and is effective at employee selection and placement, giving ongoing feedback and coaching to staff, and managing and valuing diversity.
Creates development plans for all direct reports and establishes appropriate accountability for self and others in accomplishing those plans.
Encourages efficient and effective work practices to consistently meet customer requirements.
	Makes recommendations and/or decisions based on adequate and accurate information regarding the business and the culture.
Applies statistical and qualitative analysis skills to project reviews, recommendations, reports, budgets, and other information.
Assesses, communicates, and manages risks to support desired business results.
Applies innovative thinking and creative approaches to processes and products.

	Interpersonal
	Communication
	Planning and Organizing

	Uses diplomacy and social skills to develop and maintain collaborative working relationships within and across functions and in serving students.
Works toward win/win solutions while being willing to take or accept unpopular positions when necessary.
	Keeps associates informed about plans, activities, objectives, and progress toward goals.
Facilitates communication through effective questioning and listening and with clear, concise, and confident oral and written communication.
	Develops plans that are clear, realistic, strategic, and that include preventive and contingent actions.
Effectively establishes priorities; organizes and schedules the work of self/others.
Completes work quickly and efficiently.
Consistently manages work and projects to prevent problems in meeting customer requirements.

	Adaptation
	Motivation and Commitment
	Technical Knowledge in Field

	Accommodates changes without demonstrating frustration. 
Displays confidence in ambiguous and stressful situations.
	Displays persistence despite unexpected difficulties.
Effectively utilizes resources to meet objectives and delivers results quickly and accurately.
Displays commitment to efficient and effective work practices in words and actions.

	Is viewed by others as having solid technical knowledge and skills.
Understands department, organization, and customer systems/processes and dynamics.
Uses efficient and effective work practices to consistently meet customer requirements.


	3.  Development Plan: Please complete the following sections.



	Strengths: Identify the most significant strengths that contribute to the success of this employee (e.g., managerial, functional, technical, interpersonal).  What, therefore, is he or she likely to do well in the future?  What new knowledge or skills must he or she acquire in order to coax the full benefit from his or her strengths?

	

	Developmental Needs: Identify developmental needs to be concentrated on during the next review period to improve results or develop growth opportunities in the current assignment. Comment on any weakness (e.g., managerial, functional, technical, interpersonal) that must be addressed:

	

	Development/Improvement Plan: Identify specific developmental actions to be taken to satisfy the above developmental needs. Include timing of actions and who has primary responsibility for completing each one (Refer to the Performance Management and Planning Process Guide for ideas on developmental actions to consider): 



	Developmental Actions
	Timing
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.  CAREER INTEREST DISCUSSION: Please complete the following areas:

	How does the employee feel about his or her career direction?  (Place an X  in the appropriate boxes below)
Wishes to remain in present assignment
Interested in further advancement
Desires lateral move
Desires an assignment for which better suited

	

	What are your career ambitions at Westminster College?


	

	

	What training or additional training is needed or desired?



	

	Are there any limitations that would prohibit you from accepting a new assignment?




	MANAGER’S COMMENTS TO CAREER INTERESTS DISCUSSION:  Indicate comments or reactions you have to the career interests discussion held with the employee. Indicate if you support the employee’s desired career direction or if redirection or modification is required:
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	Date

	Manager
	
	
	
	
	

	
	Sign
	
	Print
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Level Manager
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	* Indicates Performance Management discussion took place. Signature does not necessarily indicate agreement with comments or performance rating. The Performance Management process and the rating received are not a guarantee of a change in assignment or continued employment. Employee comments, if any, should be included at right or continued on attached sheets.


Employee Comments:
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