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Performance Management Manual

1. Overview

INTRODUCTION—Purpose, Importance, and Value

What is Performance Management? Performance Management refers to a process of
planning, coaching, review, feedback, and evaluation. It enables managers and employees to
work together to discuss and understand performance expectations, monitor performance, offer
feedback, review actual performance, and provide or receive coaching and training for ongoing
development. It depends on manager-employee participation and cooperation.

The College’s Performance Management process for staff employees is designed to:
e provide meaningful feedback and support for employees,
¢ link to department goals and College’s mission and goals, and
e support the College’s Next Steps.

The process promotes a shared responsibility between supervisors/managers and employees for
performance planning and assessment, ongoing two-way communication throughout the year,
and opportunities for professional development and continuous learning.

What is the Performance Management Toolkit? The purpose of the Toolkit is to help you
understand, and be successful in carrying out the new Performance Management process. It
explains the College’s Performance Management process and its key steps, components,
competencies and objectives. It also provides examples of the forms and of some objectives and
comments. In addition, the Toolkit provides suggestions and approaches for coaching, giving
and receiving feedback, listening, writing objectives, and providing recognition. The Appendix
includes definitions and resources.

At-Will Policy: Nothing in this Performance Management process changes the College’s existing
at-will policy, which provides that the College can terminate, with or without notice, an employee’s
employment at any time for any lawful reason, with or without cause. Similarly, nothing in this
performance management process should be construed or is intended as a promise that the
College will or must engage in the corrective steps described below in every situation. Such steps
(e.g., Plan for Improvement), when implemented, are at the discretion of the individual supervisor,
in consultation with Human Resources, and depend on the circumstances presented in a given
performance situation.

Performance Management Toolkit 5/05 1
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OBJECTIVES of the PERFORMANCE MANAGEMENT PROCESS

¢ Promote two-way communication, mutual goal-setting and feedback, and capability of
reshaping expectations and objectives as year progresses

e Create setting for staff members to participate in shaping their job responsibilities and
performance objectives and development

e Clarify College’s mission and goals and departmental goals

¢ Link individual's performance with department goals and College’s mission, values and
continuous learning process

e Clarify and reinforce core competencies (knowledge, skills, and behaviors) that are
critical for success

e Provide meaningful feedback on employee performance

¢ Provide opportunities for professional development and continuous learning

e Be aflexible process that is adaptable for different positions and departments and at
same time provide consistency across campus

e Provide framework for recognizing and rewarding staff performance

2 2/04 Performance Management Toolkit
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A SHARED RESPONSIBILITY—ROLES OF SUPERVISOR & EMPLOYEE

The success of the Performance Management process depends on the sharing of responsibility
by supervisors/managers and staff members. The process encourages ongoing communication
about an employee’s job and performance and the relationship to department goals and College
goals.

Role of Supervisor

Role of Employee

Interpret the College’ s mission, goals,
strategic initiatives

Share and communicate department goals
and relevant information

Explain policies, procedures & processes

Review the College’ s mission, goals,
strategic initiatives

Understand department goals
Review & follow pertinent palicies,
procedures & processes

Help employee see how individual
performance contributes to the College's
and department’ s success or failure

Work with supervisor to understand how
their performance contributes to the
College’ s and department’ s success or
failure

Clarify performance expectations:. job
responsibilities, standards & goals

Participate in process of clarifying
performance expectations:. job
responsibilities, standards & goals

Provide feedback & ongoing coaching
Remove obstacles and provide adequate
resources, tools, & support

Communicate regularly, constructively and
effectively

Encourage employees to complete self-
assessment and obtain feedback from
others

Initiate progress review & document
Initiate and jointly discuss annual review;
document review as result of discussion &
forward to next level supervisor

Recogni ze accomplishments

Seek & give feedback

Remove barriersto action & seek training
& support

Communicate regularly, constructively
and effectively

Monitor one’'s progress & assess own
performance

Actively participatein al performance
and coaching discussions & reviews

Performance Management Toolkit 2/04
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PERFORMANCE MANAGEMENT CYCLE

The Performance Management process is a continual cycle that goes on throughout the year. It
is based on ongoing, back-and-forth communication between supervisor and staff member. Key
components of the cycle are:

Planning and Goal Setting (Performance Planning), which includes communicating
College mission and goals and department goals and developing individual performance
expectations that are linked to the mission and goals.

Ongoing Coaching and Mutual Feedback throughout the year, which includes
reassessing expectations and progress, coaching by the supervisor, and professional
development.

Mid Year Progress Review, which includes a midyear discussion, assessment, and
completion of the Progress Review by the supervisor and employee. This can occur more
frequently.

End of Year Performance Review, which includes assessment of the employee’s
performance by the employee, customers and supervisor; discussion and feedback
between the employee and supervisor and completion of the Performance Review. At
this time the supervisor and employee start the performance planning process for the
coming year.

2/04 Performance Management Toolkit



Performance Management Manual

STEPS & RESPONSIBILITIES IN PERFORMANCE MANAGEMENT PROCESS

Parts of the Steps Supv. | Employee
Process
Planning & 1. Supervisor prepares for performance planning by reviewing X
Goal Setting | Performance Management Toolkit & gathering appropriate
(usually information.
at start of
performance
period)
2. Supervisor reviews College mission & goals and develops X X
department goals with staff or shares already developed
department goals with staff.
3. Employee drafts performance objectives/standards or job X
responsibilities and discusses them with supervisor.
4. Supervisor shares performance expectations with X X
employee. Supervisor and employee agree on
objectives/standards/ responsibilities and record these in
Section | of End of Year Performance Review form.
5. Supervisor and employee review competencies and agree X X
on behaviors & actions that support these competencies.
Coaching, 6. Supervisor provides employee ongoing, regular X X
Mutual performance coaching and feedback; employee receives
Feedback coaching & feedback and gives feedback to supervisor.
(ongoing)
Mid Year 7. Supervisor & employee meet to discuss performance and X X
Progress reassess performance expectations & progress. This is a two-
Review way conversation with feedback between supervisor &
(usually Dec. | €mployee.
—Jan. - can
be more
frequent)
8. As result of this meeting supervisor completes comments X X
sections on Progress Review and makes appropriate changes
to job responsibilities/objectives; supervisor & employee sign &
each receives a copy.
Coaching, 9. Supervisor provides employee ongoing, regular X X
Mutual performance coaching and feedback; employee receives
Feedback coaching & feedback and gives feedback to supervisor.
(ongoing)
End of Year 10. In preparation for meeting with supervisor, employee X
Performance | assesses own performance for annual performance period
Review using End of Year Performance Review form.
(May-June)
11. Supervisor gets feedback on employee’s performance X
from employee’s customers and schedules and prepares for
performance review with employee.
12. Supervisor & employee meet to discuss employee’s X X
performance for performance period.
13. Supervisor completes comment & rating sections and X X
Overall Performance Summary and shares with employee.
Together they complete development plan and employee
completes the employee comment section. All initial and sign
as indicated.
14. Supervisor reviews Performance Review with next level X

supervisor; next level supervisor signs. Copies are made for
employee & supervisor. Original is sent to Human Resources.

Performance Management Toolkit
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2. Links to Mission & Next Steps

The Performance Management process provides supervisors and employees the opportunity to
translate College and school/department goals into individual objectives for employees. As
participants in the process, supervisors and employees can gain a clear understanding of shared
expectations — of what needs to be achieved and how. Employees play a critical role in defining
their objectives and helping the College achieve its mission, goals, and compliance with
accreditation standards.

SMC’s Mission & Values

i

Next Steps

School, Departmental Goals

i

Employee Responsibilities & Objectives

Saint Mary’s College is committed to a process of review, planning and continuous improvement.
The College is accredited by the Western Association of Schools and Colleges (WASC), which
encourages continuous improvement.

You can find the College mission, traditions, and Next Steps on the SMCNet website at:
http://[smcnet.stmarys-ca.edu/about/.

Performance Management Toolkit 2/04
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As Saint Mary’s College enters the twenty-first century, it celebrates the three traditions which have sustained it since its
earliest years and seeks its future in them: the classical tradition of liberal arts education, the intellectual and spiritual legacy
of the Catholic Church, and the vision of education enunciated by Saint John Baptist De La Salle and developed by the
Brothers of the Christian Schools and their colleagues in a tradition now more than 300 years old.

The Mission of Saint Mary’s College is:

To probe deeply the mystery of existence
by cultivating the ways of knowing and the arts of thinking.

Recognizing that the paths to knowledge are many, Saint Mary’s College offers a diverse curriculum which includes
the humanities, arts, sciences, social sciences, education, business administration and nursing, serving traditional
students and adult learners in both undergraduate and graduate programs. As an institution where the liberal arts
inform and enrich all areas of learning, it places special importance on fostering the intellectual skills and habits of
mind which liberate persons to probe deeply the mystery of existence and live authentically in response to the truths
they discover. This liberation is achieved as faculty and students, led by wonder about the nature of reality, look twice,
ask why, seek not merely facts but fundamental principles, strive for an integration of all knowledge, and express
themselves precisely and eloquently.

To affirm and foster the Christian understanding of the human person

which animates the educational mission of the Catholic Church.

Saint Mary’s College holds that the mystery which inspires wonder about the nature of existence is revealed in the
person of Jesus Christ giving a transcendent meaning to creation and human existence. Nourished by its Christian
faith, the College understands the intellectual and spiritual journeys of the human person to be inextricably
connected. It promotes the dialogue of faith and reason; it builds community among its members through the
celebration of the Church’s sacramental life; it defends the goodness, dignity and freedom of each person, and fosters
sensitivity to social and ethical concerns. Recognizing that all those who sincerely quest for truth contribute to and
enhance its stature as a Catholic institution of higher learning, Saint Mary’s welcomes members from its own and
other traditions, inviting them to collaborate in fulfilling the spiritual mission of the college.

To create a student-centered educational community

whose members support one another with mutual understanding and respect.

As a Lasallian college, Saint Mary’s holds that students are given to its care by God and that teachers grow spiritually
and personally when their work is motivated by faith and zeal. The college seeks students, faculty, administrators and
staff from different social, economic, and cultural backgrounds who come together to grow in knowledge, wisdom and
love. A distinctive mark of a Lasallian school is its awareness of the consequences of economic and social injustice
and its commitment to the poor. Its members learn to live “their responsibility to share their goods and their service
with those who are in need, a responsibility based on the union of all men and women in the world today and on a
clear understanding of the meaning of Christianity.” (From: The Brothers of the Christian Schools in the World Today: A
Declaration).




Our Three Traditions

Catholic, Lasallian and Liberal Arts

Saint Mary's College celebrates three traditions: the classical tradition
of liberal arts education, the intellectual and spiritual legacy of the
Catholic Church, and the vision of education enunciated by Saint
John Baptist De La Salle and developed by the Brothers of the
Christian Schools and their colleagues in a tradition now more than

300 years old.

The Catholic tradition fosters a Christian understanding of the whole
person. The Lasallian tradition, rooted in the Christian Brothers'
commitment to teaching, supports education that is truly
transformative. The Liberal Arts tradition ensures that students
develop habits of critical thinking and a desire for lifelong learning.
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The Twelve Virtues of a Good Teacher

In his Recueil (Collection), published in Parisin 1717, De La Sdlle lists twelve qualities
which every good teacher should possess. Brother Agathon (1731 — 1798), Superior
General, popularized the Twelve Virtues, dedicating nearly athird of his 1785 circular to
the virtue of gentleness.

. Dignity [la gravité]: Seriousness, assurance, and presence. Respect iswon by acting
with composure.

. Calmness [/e silence]: In the Lasallian tradition, stillness and peace, rather than strict
silence, marked the ideal classroom atmosphere.

. Humility [/’ humilité]: Modest, unassuming; willing to admit mistakes. Humility
flowersinto courtesy and into respect for pupils.

. Prudence [/a prudence]: Level-headed, of sound judgment, sensible, reasonable; a
steadying quality in any circumstance.

. Wisdom [la sagesse]: Act wisely and with discernment, circumspection, and
sufficient knowledge to make sound judgments.

. Patience [/a patience]: Remain composed and even-tempered, especialy in difficult
moments.

. Self-Control [/a retenue]: Reserve, exhibit self-discipline and restraint when annoyed
or provoked.

. Gentleness [/a douceur]: Meek, respectful, refined, amiable, kindly, and with good
manners, qualities described in De La Salle’ swork “ Christian Politeness.”

. Zeal [le zéle]: A blend of keenness, enthusiasm, and warmth; more practically,
cheerful involvement in all aspects of the teaching vocation.

10. Vigilance [/a vigilance]: Caring presence, with awatchful eye, in the way the Good

Shepherd cares for his sheep.

11. Prayerfulness [/a piété]: Raising up the mind and heart to God in prayer, ready to do

all needed to prepare pupilsfor life.

12. Generosity [la générosité]: Unselfish, giving, and unconcerned with measuring one's

own efforts. The affection of those a teacher inspiresislife long.



SAINT MARY’S COLLEGE
of California

May 2002




You should manifest courage and
Intrepidity in teaching...
your zeal and your faith being strengthened
by the thought that you are God’s ministers

and you act in his name.

Saint John Baptist De La Salle
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INTRODUCTION

In May of 1999 | shared with the Saint Mary’s Community my vision for the future of the College based
upon the three traditions at the core of our institution: Catholic, Lasallian, and Liberal Arts. This document
developed from a year-long review of a draft by a number of faculty, staff, students, Trustees, Regents and
alumni. At the conclusion of that vision statement, | identified five principles that would help direct our

energy for a one-to-three year period.

Those five principles were: 1) We believe in teaching excellence to enhance student learning. 2) We develop
citizens of the world. 3) We enrich the community through interdisciplinary opportunities. 4) We seek distinction
through the application of knowledge. 5) We practice efficient management to optimize our goals.

Three years have passed since the 1999 Vision Statement, and we are ready now to take the next step in
advancing these five principles to strengthen our identity as a quality learning community distinguished by

our three traditions.

Based upon the work of academic program planning, WASC pre-visitation preparations, conversations
with the deans of the College and my Cabinet, we are in a position to provide the Saint Mary’s community
with direction and focus, consistent with our traditions, for the next five years that will distinguish Saint
Mary’s from other institutions of higher education by accentuating areas where we excel over them.

Like the 1999 Vision Statement, this document comes from the community and returns to the commu-

nity in its current form for “animation.”

THE NEXT STEP

We need to assert boldly that, by the year 2007, Saint
Mary’s College of California will be the Catholic, Lasallian
college known widely for its emphasis on creating the premier
liberal arts learning community for its students.

What does this mean? First, it means we will recommit
ourselves to our Catholic and Lasallian roots by providing
outstanding quality educational programs, access for under-
privileged students and outreach to those in need. We will
create a vibrant community that promotes appreciation and
understanding of how ethnicity, economic background and
culture enrich how we learn by diversifying our student body,
faculty and staff so that we reflect the society we serve.

This means we will focus our resources and energy to ensure
that we are that extraordinary institution of higher education
composed of excellent faculty, staff, and students committed to
interactive, holistic learning and dedicated to assisting each
other on paths of personal growth and spiritual salvation. This
means that we will look at everything we do with one question
in mind: how does it contribute to a transformative learning
experience for all involved?

While there are tactical decisions that we must make in
order to reach our goal, there are five primary questions that
will serve as guides for specific action.

What leadership directions do we want to take among
academic, professional, societal and spiritual communities?

What cultural attributes do we want to embrace?

How will we generate and allocate our financial
resources to strengthen the learning community?

What facilities will we build and renovate?

How can we improve or change our infrastructure
to support us?

CONCLUSION

I am looking forward to working with everyone at Saint
Mary’s to determine the best ways to strengthen our learning
community and our shared vision. Our students will be better
served by our dialogue, decisions, and action.

Our expectations and hopes for Saint Mary’s must be
challenging but realistic. We cannot address every issue, so we
must assess and prioritize our needs and concentrate on what is
attainable.

Page 3



GRAPHIC UNDERSTANDING OF
OUR GOAL

Let me share a graphic depiction of the focal areas we need
to address as the Catholic, Lasallian college known widely for
its emphasis on providing the premier liberal arts learning
environment for students. The term “learning focused” is used
in the diagram to emphasize that in large part the goal of our
next steps is to strengthen our identity as a community of
learners.

Learning Focused
Leadership

Learning
Focused
Culture

The
Catholic, Lasallian

Learning College for a Premier
Focused Liberal A
Infrastructure Iberal Arts

Learning Experience

Learning
Focused
Finances

Learning
Focused
Facilities
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LEARNING FOCUSED LEADERSHIP

To be identified as a quality learning focused academy, we
must set our sights high. We need recognition for our Great
Books Collegiate Seminar program and our emphasis on liberal
learning from such prestigious organizations as the Association
of American Colleges and Universities, the Association of
Catholic Colleges and Universities, the American Association
of Higher Education, the Association for Core Texts and
Courses and the American Academy of Liberal Education.

We need to stay contemporary and competitive in both our
disciplinary and core curricula through engaging with associa-
tions in higher education directed towards Catholic and liberal
education for the twenty-first century, highlighting our unique
shared inquiry method, enhancing general education per the
work of our program planning initiatives, and meeting our
institutional need for a permanent infrastructure for review,
assessment, and development of both general and disciplinary
education.

To benefit our students further, we must continue the
integration of multidisciplinary academic programs in the
curriculum, targeting as manageable a number of new under-
graduate courses as our resources will support. We have
already seen what can be done in the environmental science
degree programs in liberal arts and science, and | know there
are many more ideas being considered that will result in
exciting student and faculty learning opportunities across the
curriculum.

We need to expand national and international collabora-
tive activities with special focus on other Lasallian institu-
tions. We must also foster more inter-institutional programs,
again with special emphasis on Lasallian institutions, so our
own students, faculty and staff will have the opportunity to
expand their horizons with other citizens of the world.

Because learning occurs outside the formal curriculum, we
also need to work toward establishing more intentional
partnerships between academic and student affairs programs.
No better model exists than the Catholic Institute for Lasal-
lian Social Action (CILSA) with its blending of the service
learning pedagogy with a community-based learning focus, and
academic examination and integration.

We must identify instruments that measure the outcomes of
our curricular and co-curricular programs on our students. The
new National Survey of Student Engagement (NSSE) provides
a vehicle not only to understand our students’ engagement but
also to compare their engagement with student survey results
from other four-year institutions. Understanding that relative
positioning of our students with their peers across the country
today, we will be able to establish goals for achievement and
engagement the next five years.

A very enriching aspect of the process of learning and
discovery for our community is found in our Catholic ethos.
We must embrace its heritage and purpose and inculcate in
terms of scholarship campus dialogue, action for justice and
the spiritual basis for community. We must strengthen this
contribution by establishing a Catholic Institute that will draw
on the strengths of our academic and co-curricular programs
that already manifest our Catholic character and further this
tradition while respecting the ecumenism so rich on our
campus.

LEARNING FOCUSED CULTURE

The Christian Brothers continue to animate the College.
They are the heart and memory of the Lasallian charism. We
must encourage and continue to enhance the commitment of
the Brothers, in association with faculty and staff, to inspire
our students with our core values and shared mission.

We must celebrate the strength of our faculty that advances
student learning and discovery. We need to enhance opportu-
nities for students to engage with faculty in research, provide
faculty with enhanced opportunities to develop new forms of
instructional delivery and to challenge them to continue
research in their disciplines and the areas that have been
identified as central to the Lasallian mission at the tertiary
level.

These include support for faculty and student scholarship
focusing on the causes of poverty and social justice, the needs
of the poor, the rights of children, education for justice and
peace and conservation of our ecosystem.

The staff shares in our learning culture and we must also
celebrate and encourage their facilitation of student learning.
We need to provide enhanced staff development opportuni-
ties, and encourage staff participation in the academic and co-
curricular life of the campus.

Success in providing the Christian Brothers, faculty and
staff with the resources and encouragement to enhance the
environment within which our students minds, hearts and
lives are transformed should result in greater student retention
rates based upon satisfaction and clear evidence of our
institution’s educational effectiveness.

We must also engage our alumni, parents and benefactors
with our academic and co-curricular initiatives, encourage
them to participate with the Christian Brothers, faculty, staff
and students in achieving our five-year goals, and motivate
them to seek out others to support the directions we are
taking as well.
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LEARNING FOCUSED FINANCES

Our students deserve to have a core faculty that, through
continuous service to the College, will provide in each
succeeding year of teaching greater opportunities for collabo-
rative learning. To guarantee this, we must provide a compen-
sation package to our faculty that makes it possible for them
to be with the students not only during instructional time and
office hours, but also for the casual conversation in the
library, in the student union and residence halls as well as at
athletic, recreational, cultural, intellectual and social events
around the campus. The Faculty Salary Policy provides that
opportunity by informing our faculty salaries by way of
comparison with salaries at the Pacific States I1A group of
colleges and universities.

We also must assure our students that the staff who support
our faculty, provide so many essential services for our students,
and engage our students in co-curricular learning experiences,
are competent professionals and are offered compensation
packages competitive with the marketplace.

We must not neglect the financial needs of our students
while addressing those who assist them in their quest for
knowledge. We must increase opportunities for needy students
to attend, meeting a greater portion of their financial need,
especially those students attending Saint Mary’s who are first
generation college attendees or are a part of our expanding
High Potential student population. At the same time, we must
be competitive with our sister institutions in offering honors-
at-entrance and student —athlete scholarships for gifted and
qualified students who will challenge their fellow students,
whether on or off campus.

To be a center of excellence, we must diversify our financial
resources. Currently, over 93% of all income comes from
tuition, room and board fees. We need to increase our endow-
ment to at least $250 million, thereby providing $12.5 million
a year to the operating budget of the College, a figure signifi-
cantly higher than the $3.35 million currently being generated
by our endowment of $67 million. The beginning of this drive
for a greater endowment has been realized through gifts and
bequests made to our successful capital campaign and recently
highlighted by the estate of Frank J. Filippi that will add
approximately $20 million to our endowment and will yield $1
million annually in perpetuity for scholarships, professorships
and academic enrichment.

The net revenues from adult and graduate programs must
also make a growing contribution to the core undergraduate
institution. Adult and graduate programs should have total
net revenues (after both direct and indirect expenses) that
provide at least 10% of the operating revenue of the College
as a whole.

We must also strengthen the College’s operating budgets
our students, faculty and staff depend upon to provide the

academic and student programmatic stimulus for enriched
learning experiences. Annual increases to non-salary budgets
should be indexed to inflation, and the macro-budget should
be equivalent to 1% of the total annual operating budget.

LEARNING FOCUSED FACILITIES

We need to match the development of the curriculum and
co-curricular activities over the next five years with the
addition of new facilities and the renovation of existing
buildings.

First, and primary on the list, will be new homes for the
schools of Liberal Arts and Education and the Department of
Performing Arts. These academic facilities will be matched by
renovations of Galileo Hall for the School of Science, the
faculty office annex adjacent to the art gallery and the Rheem
Center for the School of Extended Education. We also need
to complete funding for a home for the School of Economics
and Business Administration as well as find the support for a
new library that will be complementary to the design of
instructional space in the new academic buildings.

At the same time, we must provide additional opportuni-
ties for our faculty, staff and students outside of the classroom
with the construction of a recreation/athletic/aquatic center,
expanded dining facilities, renovation of existing residence
halls and the construction of additional residence halls that
will allow us to house 75% of the student body on campus.

We also need to give our talented young women and men
who compete in intercollegiate athletics appropriate “fields of
play”: a new baseball field, completion of the softball field,
rejuvenation of the Saint Mary’s College Stadium and the soccer
field, and the renovation of McKeon Pavilion. Along with
assisting the more than 350 students who represent the College
in intercollegiate sporting events, we need to address the
recreational needs of our entire student body with expanded club
and intramural recreational opportunities on campus.

LEARNING FOCUSED INFRASTRUCTURE

Besides the physical infrastructure, we need to address
several other forms of infrastructure that will guarantee our
students the efficient resources they need to benefit from the
College’s learning environment. Through better coordination
and integration of areas such as marketing, student admissions,
registration, matriculation and advising processes, the College
can both achieve financial efficiencies and improve service to
her students. We must also improve administrative and
academic technology to facilitate learning by providing course
support on the web, completing enhanced connectivity to our
students whether they reside on or off campus. We must
deliver more robust media services to our instructional spaces
and ensure the new library has state-of-the-art media and
technology services.
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These next steps flow from our Mission Statement and the
vision | shared with you in 1999. They will be used to not only
engage the campus community as we move forward, but also
the Boards of Trustees and Regents, our alumni, parents and
our benefactors.

The
Catholic, Lasallian
College for a Premier
Liberal Arts
Learning Experience

As we approach 2007, let us stand together and in associa-
tion, providing an outstanding liberal arts education, commit-
ting ourselves to our Catholic tradition to be impassioned
advocates of a peaceful and just society, and enriching the
culture of Lasallian service to others. This we must do to
animate our mission and personify our unswerving focus on our
core values of being a faithful, generous and human learning
community.
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3. Coaching and Communication

COACHING

Coaching is a set of management skills and efforts aimed at influencing employee performance to
achieve positive and productive results. It is most employed through one-on-one conversations
and one-to-group communication when teams are involved.

The functions of coaching, in essence, provide direction, guidance, and support to develop
people to perform to their fullest or to improve performance when it is not meeting expecta’(ions.1

Supervisors are encouraged to provide ongoing coaching and feedback to an employee on
his/her performance throughout the year. Key coaching activities are motivating, giving
constructive feedback (positive and negative), guiding development, and guiding performance
improvement.

The three dimensions of coaching are as follows:

v v v

e Create Commitment ¢ Build Competence & ¢ Refocus & Align
& Purpose Confidence Performance
Improved
Performance

Performance Management Toolkit 2/04 9
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Coaching Skills®

Setting objectives and performance expectations
Giving performance feedback

Conducting periodic performance review
Instructing and training

Mentoring to guide development

Tutoring with questions

Taking someone under your wing

Stimulating and supporting career development
Delegating to empower and achieve results
Motivating employee performance

Facilitating groups to perform as teams
Intervening to build improvement in performance

Coaching Tips*

e Observe continuously what employees do and how they do it.

o Take the time to give each employee daily feedback on his or her work.

e Let employees know what they did well and what could be improved as soon as possible
after an observed incident or behavior.

e Guide employees by identifying not just the specific desired behavior but also its desired

results.

Give employees the benefit of your task and organizational expertise.

Encourage employees to share their own experience and insights.

Be willing to explore options with employees.

Show tact when coaching an employee who needs improvement.

Work with top performers to keep up their high standards and find new challenges.

Use coaching to help employees improve, develop, and succeed, not to chastise.

Be positive about the job, the employee, and the organization.

Ask questions and listen actively to the answers and the reactions behind them.

COMMUNICATION OVERVIEW

Communication is the expression of ideas in both oral and written form, and involves both sender
and receiver. It is the exchange of information, messages, opinions, and feelings and can be
expressed verbally and non-verbally.

Communication Tips’®

1. Plan your communications

Know what you want any communication to achieve.

Outline your points and words in a clear, orderly manner.

Keep your communications brief, clear, and simple.

Limit your topics to avoid information overload.

Don’t make assumptions about audience knowledge.

Consider how your audience will receive your communication and how to offset any
negative reactions.

2. Choose your words carefully
e Use conversational language in speech and in writing.
o Phrase things positively (“Do”) rather than negatively (“Don’t”).
e Presentinstructions in a step-by-step format.
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o Explain the why, not just the what, when possible.
o Restate your key points for emphasis.
e Minimize use of jargon.

3. Check for understanding
e Encourage questions and feedback.
e Follow up to test understanding.

All of the skills and actions of effective coaching are dependent on effective communication. In
fact, two-way communication is important to the whole process of Performance Management.
Two aspects of communication that are particularly important to the process are:

e Giving and Receiving Feedback, and
e Listening

Information and tools for doing both of these are described below.

GIVING & RECEIVING FEEDBACK
What Is Performance Feedback?

It is information to someone about an effort done, or not done, in his or her performance — usually
delivered close in timing to the occurrence or pattern of behavior and intended to influence future
behavior.

Feedback is important because it...

Improves our performance and how we work together

Shows others how we appreciate what they do

Builds our relationships

Tests the reality of our perceptions, reactions, observations or intentions
Shares our feelings, concerns, and appreciations

Influences someone to stop, start, do more of, or modify their behavior.

Three Components of Feedback: ®

Receiving

Delivering
or Giving

Performance Management Toolkit 2/04 11
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Asking for Feedback:

e Use “encouraging” phrases
v Did that meet your needs?
v" How am | doing?
v" What do you think worked well? (Or how did that go?)
v" What should | do differently next time? (Or what can be improved or changed?)
e Show by your body language that you are open to it (for example, eye contact, nodding,
and uncrossed arms).
¢ Build feedback opportunities naturally into the work
v" Project start-up discussions
v' Project debriefs
v' Meetings with supervisor or staff member
v" Post-meeting discussions

We can ask for feedback from those we serve, our supervisors and colleagues. Asking for
feedback may be more challenging than giving it. Keep in mind that asking for feedback can help
build productive working relationships.

Giving Feedback
Constructive feedback includes both positive and negative feedback. Different from praise or

criticism, constructive feedback is based on evidence, not on judgments or opinions. It is directed
at a person’s performance, rather than at the person.

Praise or Criticism Constructive Feedback (Positive &
Negative)

Good Job. (Praise — too general) Your work on the project was outstanding
because ... (specifics)

Why can’t you do it like Joe? (Criticism — The client was upset — do you understand

comparing and blame) why? (checking for understanding)

Why did you do that!! (Accusatory) The report was missing a summary chart that
would help the team understand the data.
(specific and observable)

Guidelines for Giving Constructive Feedback’

1. The content of what you say

a. ldentify the issue or topic of performance involved.

b. Give example or other evidence in order to provide the specifics of what occurred.
2. The manner in how you say it

a. Avoid beating around the bush; that is, get to the point and be direct in delivering

your message.

b. Be sincere so that you mean what you say and avoid giving mixed messages — the

“yes-but” type of messages.

c. When giving feedback on positive situations, to show care and gratitude, express
appreciation, and on negative feedback situations, express concern in both your
language and tone so people know you still care.

Give the feedback face-to-face not through messengers of technology (e.g., e-mail).
e. Give the feedback in a factual and nonjudgmental manner by stating observations
not interpretations.

o
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3. Timely feedback, without delay

a. Give feedback as soon as possible or reasonable and when you are ready. Avoid
giving feedback when you are emotionally charged up or when you do not have all
your facts in order.

b. Putting off feedback until weeks later—or at the annual review period—uwill have far
less impact on the receiver. Important news that arrives late becomes less important
as time passes.

4. Balancing Feedback
a. Give feedback when things go right as well as when things go wrong.
5. Ongoing basis

a. Give feedback on an ongoing basis that reflects each person’s actual performance or

behavior.

Constructive feedback is seen as two-way communication and can be provided by the supervisor
to the employee and the employee to the supervisor or among colleagues. It is important that
timing is right and that it is given with care, in a constructive manner and in private. Sometimes it
is appropriate to give positive feedback when others are present. But one should take into
account how comfortable a person would be receiving positive feedback in public and how others
hearing the feedback might take it.

DESC Script for Giving Negative Feedback

Focus on: Amount of information recipient can use, rather than on amount you might have or feel

you have to give. Again avoid giving feedback when you are emotionally charged.

1. Describe the situation. Be specific and objective. Make observations not inferences. Deal

with present not past beh

avior.

2. Express your own feelings, and take responsibility for them. Focus on sharing this to assist

recipient, rather than on “

release” for you.

3. Specify changes you want. Be realistic. Ask, don’t demand. Specify, if appropriate, what
behavior you are willing to change or provide to promote agreement... Check for

understanding.

4. Share Consequences. Share your perception of possible outcomes. Reaffirm the other’'s

ability to make a positive

change. End on a positive note.

The Script

Example 1°

Example 2

1. Describe the situation.

“When you borrow my supplies
without asking me first.

When you don’t return my
phone messages,

2. Express your own
feelings.
Use “I” statements.

| get upset because | order
materials for the projects | have
planned.

| feel irritated because it
delays me on the project |
am working on.

3. Specify changes you
want.

What | would prefer is that you
plan in advance and order the
supplies you need.

What | would prefer is if you
or one of your staff
members would give me a
phone call and let me know
when you can get back to
me with the information |
need.

4. Share Consequences.
Reaffirm.

That way you and | will both
have what we need for the work
we are doing.

This will help us both be
effective.

The above are also examples of

statements.

uln

statements. See next page for more information on

Performance Management Toolkit
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Giving Constructive Feedback—DESC Preparation Worksheet (available on HR web site)

Script Your Feedback

Describe the situation.

Express your own feelings.
Use “I” statements

Specify changes you want.

Share Consequences. Reaffirm.

Making “I” Statements out of “You” Statements’

“You” Statement “1” Statement

You fail to see what | mean. | don’t think | conveyed to you the meaning |
intended.

You misinterpreted my intention. | think you have a different view of my intentions
from what | meant them to be.

You are wrong in thinking that. Let me explain my reasons for doing the job this
way.

You didn’t do this right. This wasn’t completed in the format | requested.

Other forms of “I” Statements:

e | was upset when you set up a meeting with me and then you didn’t come to the
meeting, because | had rescheduled other appointments to meet with you.

¢ | really appreciate that you were able to design such a striking cover for our office
booklet because it really helped students know where to find the information on
our registration process.

When giving constructive negative feedback an “I” statement can decrease
resistance and increase the possibilities of the receiver listening to us. The “you”
blaming approach often builds resistance and may turn people off. As a result, the
listener tunes us out and very little of our message is heard and understood.

When giving constructive positive feedback, an “I” statement helps others understand
what they did that you value and appreciate.

“I” statements generally include:
¢ Non-blaming description of person’s behavior (When you...)
e Your feeling or emotion (I feel...)
e Tangible effects/impact on you now or in future (Because...)

14 2/04 Performance Management Toolkit
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Tips on Giving Feedback

NN

Focus on behavior rather than person.

Focus on observations rather than inferences.

Be descriptive rather than judgmental.

Be specific — here and now rather than general and abstract.
Take into account needs of both.

Time it appropriately.

“Own” your feelings/ problems/ responsibility.

Give in manageable amounts.

. Use “I' statements — specific, how you feel, tangible effect.

10. Have verbal statements match non-verbal behavior.
11. Focus on “more or less” rather than “either / or.”
12. Ensure privacy.

What Affects How We Give and Hear Feedback"®

Openness to it
Vocabulary

Body language
Assumptions
Interpretation

Perception

Biases

Relationship expectations
Emotions

Feedback providers and receivers need to be aware of and understand what affects how a
message is said and heard.

Receiving Feedback

Give your complete attention; really LISTEN to content and feeling.

Ask questions to ensure understanding.

Avoid being defensive. Keep your personal views from affecting your willingness to listen.
Ask follow-up questions to ensure you receive “complete” feedback.

Allow feedback provider to finish without interruption.

Summarize information and ideas to ensure understanding.

When feedback is very general, ask for specifics. For example, could you be more
specific? Would you give me an example?

Consider if others have provided similar feedback to you.

View the feedback as a learning opportunity whether it is negative or positive. It can be
an opportunity to improve or to consider doing more of what you are already doing.

Performance Management Toolkit 2/04 15
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LISTENING
Overview

Listening is an important part of communication and coaching, including giving and receiving
feedback. It may seem simple, but it takes practice and patience and being actively involved in
the process. A study by Dr. Ralph Nichol shows “that we devote 40% of our day to listening, yet
his tests revealed that people listen at only 25 percent efficiency.” "

Listening Skills'

When Face to Face with the Speaker
e Clear your mind of other topics, concerns, and thoughts.
Give the speaker your full attention.
Make eye contact with the speaker.
Assume the speaker will say something worth hearing.
Pay attention to your body language; don’t show boredom, impatience, hostility, etc.
Nod, smile, or otherwise indicate you're following the speaker.

When on the Phone with the Speaker

Picture the speaker in your mind.

Give the conversation your full effort and attention.

Jot down brief notes if needed to help you follow points.

Say “mmm-hmm” or “oh,” or otherwise indicate you’re paying attention.

Whenever anyone is speaking

Don't interrupt.

Try to determine the speaker’s key message.

Don’t do or think about something else.

Wait until the speaker has finished to form your response.

Ask questions about anything that’s unclear.

Restate key points to be sure you understand.

Respond to the speaker’s feelings and attitudes as well as the message.

Active Listening
Model
When we talk (A), we usually are conveying both content (words) & feeling. When we are fully

heard, the other person (B) usually lets us know that we have been heard by his/her body
language and/or words & will respond to both the content & feeling of what we have said.

A > B

content & feeling
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Key Points

Listening Techniques

Give the speaker your full attention.
Listen for content & feelings.

Focus on speaker’s points vs. how you want to respond.
Listen to words, tone & body language.
Include eye contact, if possible.

Feed back information for understanding.
Ask for clarification as appropriate.

Types Purpose Examples
Clarifying To get additional facts e “Canyou clarify this?’
To help him/her explore all sides e “Doyou mean this...?’
of aproblem e ‘“Isthisthe problem asyou seeit
now?’
Restatement To check meaning and e “As| understand it then, your
interpretation planis...”
To affirm that you arelisteningand e  “Thisiswhat you have decided
that you understand to do and the reasons are...”
To encourage him/her to analyze
other aspects of the matter and
discussit
Neutral To convey that you are interested o “lse¢
and listening e “Uh-huh”
e “That'svery interesting”
e “l understand”
Reflective To show that you understand how e “Youfed that...”
person feels about what they’re e “Itwasashocking thing asyou

saying
To help the person evaluate and
temper their feelings

saw it.”
“You felt you didn't get afair
shake.”

Summarizing

To focus the discussion
To encourage further discussion on
anew aspect or problem

“These are the key ideas you
have expressed.”

“If 1 understand how you feel
about the situation...”

Performance Management Toolkit 2/04
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CREATING A COMFORTABLE ENVIRONMENT for COACHING, FEEDBACK &
REVIEWS

The environment for coaching, feedback and reviews should be supportive, accepting and
comfortable. To help create a comfortable environment, it is important for the supervisor to:

e Prepare.
e Choose an appropriate time and place.
v" When and where each person can give full attention
v" Without interruptions
v' With privacy
Establish Rapport.
Clearly state purpose.
Show support in verbal and non-verbal communication.
Listen.
Ask for feedback, suggestions, perspectives.
Use open-ended questions.
Rephrase and summarize as appropriate.
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4. Sample Forms & Instructions

THE PAGES THAT FOLLOW INCLUDE:

Instructions for Performance Review (Supervisory and Non-
Supervisory)

Performance Review for Supervisors
Performance Review for Staff (Non-Supervisory)

Instructions for Progress Review (Supervisory and Non-
Supervisory)

Progress Review for Supervisors

Progress Review for Staff (Non-Supervisory)

Performance Management Toolkit 2/04
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Instructions for Performance
Reviews

Performance Management Toolkit 2/04
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Performance Review for
Supervisors
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Progress Review for Staff
(Non-Supervisory)
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5. Performance Planning

OVERVIEW & STEPS

The supervisor and employee meet to set performance expectations at the beginning of each
performance review period. This is generally between May, when the review for the previous
performance period is completed, and July, when the next performance period technically begins.
Because of the academic schedule and the functioning of some schools and departments, the
performance planning part may begin in August or September.

During this time the supervisor and the employee complete the first five steps of the Performance
Management Process as outlined below:

Part of the Steps Supervisor | Employee
Process
Planning & 1. Supervisor prepares for performance X

Goal Setting planning.
(usually at start
of perf. period)

2. Supervisor reviews College mission & X X
goals and develops department goals with
staff or shares already developed
department goals with staff.

3. Employee drafts performance X
objectives/standards or job responsibilities
and discusses them with supervisor.

4. Supervisor shares performance X X
expectations with employee. Supervisor
and employee agree on
objectives/standards/ responsibilities and
record these in Section | of the End of Year
Performance Review. They also agree on
the importance of each objective or job
responsibility and record it by numbered
order or percentage of the job.

5. Supervisor and employee review the X X
competencies and agree on behaviors &
actions that support these competencies.
They also agree on the importance of each
competency in relation to each other and
the job.

FOUR KEY JOB DIMENSIONS™

Effective performance depends, in large part, on the level of understanding and agreement
between the supervisor and the employee about four key dimensions of the employee’s job:

o WHY does this job exist?
Jobs are created for a reason. The supervisor and the employee should understand the

overall purpose of the job, what it is intended to accomplish, and how the work contributes to
the department and College’s mission and goals.
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o  WHAT are the duties and responsibilities?

These are the specific tasks to be performed by the employee. Some may be ongoing while
others may be for defined periods of time, such as projects. A job description is typically
used to describe these duties and responsibilities.

e HOW s itto be performed?

Performance expectations should be clearly articulated for each significant duty and
responsibility. Employees need clarity about how the supervisor expects the duties and
responsibilities of the job to be carried out. The employee and supervisor discuss and agree
upon the standards and/or objectives that define the job responsibilities.

o HOW WELL is it being performed?

This is the dimension that involves evaluation by the supervisor and the employee. A credible
evaluation and review depends on performance measures, both quantitative and qualitative.
These are usually included in the standards and objectives agreed upon by the supervisor
and employee in the performance planning process. The supervisor and employee often
reassess and modify these standards and objectives as the year goes on.

ORIENTING A NEW EMPLOYEE

When an employee is new to the job, the manager should orient the new employee to the
College, department and job. As part of this process the supervisor should clarify job
responsibilities and performance expectations with the employee and begin the performance
planning process. This should occur within the first week of the employee’s arrival and may
continue for a period of time. Therefore, follow the steps of Performance Planning with the new
employee - no matter what time of year the employee begins his/her job. See the Supervisor’s
Checklist for Orienting New Employees in the Appendix for additional information. At the end of
the first three months of the new employee’s employment, the supervisor completes an
Introductory Review (See Performance Review) on the employee’s performance.

WRITING S.M.A.R.T. OBJECTIVES
Definition of Terms:

e For our purposes we are using the term objectives to refer to measurable and desired
results/accomplishments/achievements of individual or team performance:
v" A performance effort to be accomplished that is to produce meaningful results.
v" An objective answers the questions: What is the result being sought? What is
important to accomplish?
e Sometimes some performance focuses on standards instead of objectives. These are
similar to objectives but focus more on day-to-day performance.
v' A standard is an expectation of behavior or level of performance that is to be achieved or
maintained for positive results.

S.M.A.R.T. Objectives/Standards

e Specific and clear—well defined
Measurable—Quantity, time, quality, cost
Action-oriented (& agreed upon)—use action verbs
Results-focused and Realistic

Time-focused
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Format for SMART Objectives
e Action verb + desired outcome + measurable quantity or quality + time frame

Sample Objectives

e Broader Goal or Responsibility— Develop staff to assume greater responsibilities on
assignments
v' Objective — Develop J. Smith to assume project management responsibilities (leading,
facilitating team, implementing and monitoring) on New Student Orientation by 4/1/05
e Broader Goal — Increase revenues 20% from athletic events
v' Objective — Increase revenues of Fall 2004 athletic events by 20% over year 2003

Sample Standards
. Answer phone by the 3 ring welcoming caller with SMC, department name, your name

and “How can | help you?
. File all incoming files into correct master files within one day of delivery

Examples of Action Verbs

¢ Administer e Audit

e Advise e Create

e Analyze e Identify

e Audit e Launch

e Compile e Produce
e Deliver e Plan

e Accomplish e Provide

e Compose e Report

e Evaluate e Research
e Interview e Review

e Organize e Solicit

e Distribute e Complete
e Establish e Design

e Execute e Increase
e Implement e Monitor

e Maintain o Write

e Obtain
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SAMPLE OBJECTIVES ON PERFORMANCE REVIEW FORM

Primary Performance Expectations: Comment Rating Level
Responsibilities and/or Objectives

(Human Resource Example) Develop a New
Employee Orientation process by December
2004, for implementation in January 2005. Use
a collaborative process to gain buy in from key
stakeholders (new employees, supervisors,
Staff Council).

(Special Projects Example) Deliver all projects
on time (as scheduled). Late projects include
documentation of a list of issues that are
“outside the control” of the employee.

(Athletics Example) Increase revenues from
spring 2005 events by 10% over spring events
of 2004.

(Finance Example) Complete budget planning
process by February 2005. Budget should be
accurate, in line with projected revenues, and
accepted by all team members

Five key elements to setting effective objectives or standards:

Written down

Stated in positive language — what you desire or plan to achieve rather than what you want to
avoid

Under your control — reasonable but a stretch

Measurable in some way (you can count it, weigh it, see it, etc.). Key question: Will you know
it when you achieve it?

Written as if it has already happened or is happening

Questions to Use for Developing Objectives with the Employee

What are employee’s job responsibilities?

Which key objectives should employee focus on?

What resources or assistance does employee need to achieve these objectives?

What are possible obstacles to achieving the goals? What can be done to overcome
obstacles?

What behaviors are critical to achieving the objectives? (Often these behaviors are elements
of competencies.)

What links employee’s performance objectives to school/department’s goals?

Are the performance expectations clear to both the supervisor and the employee?

36
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Showing Importance of Objectives

Some objectives may be more important or take up a greater percentage of one’s time than

others. You can show this in one of two ways (or both) on the Performance Review form:

1. numbering the objectives on the form with #1 being most important

2. weighting each objective in terms of percentage of time devoted to this objective with the

total for all objectives being 100%

For example:

Primary Performance
Expectations: Responsibilities
and/or Objectives

Comment

Rating Level

1. Recruit, coach, and develop staff
throughout year and provide
opportunities for training and growth as
evidenced by development plans,
delegation of specific job assignments
and performance reviews (40%)

2. Develop and implement 5-year
strategic plan for Facilities Department to
include... by April 2005 (20%)

3. Actively participate in following campus
committees: Planning Committee, Budget
Committee, Athletics Committee by
sharing priorities for Facilities,
collaborating with departments and
problem solving mutual and competing
needs. (20%)

4. Operate within budget guidelines and
monitor quarterly so that budget is
balanced and within target by year end
(10%)

5. Develop and implement plan for 24/7
coverage of maintenance for the campus
by 10/1/04 and monitor effectiveness on
6-month basis (10%)

Performance Objectives Planning Worksheet (available on HR web site)

Responsibility

Objective or Standard (includes
performance expectations and measures)

Performance Management Toolkit 2/04
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PERFORMANCE COMPETENCIES
Overview

Competencies are defined as knowledge, skills, and behaviors (usually grouped in a common
cluster) that help a person perform at a high level and are critical for achieving an organization’s
mission, values and goals.

In SMC’s Performance Management process, there are six performance competencies for all
staff (including supervisors) and five performance competencies for supervisors/managers—all in
line with SMC’s mission, values, and goals.

One’s job responsibilities may emphasize some parts of a competency or some competencies
more than others. An employee and his/her supervisor identify the factors in each competency
that are most important and relevant to the success of the employee in his/her current role and in
carrying out his/her responsibilities. If some are more important than others these can be noted in
the descriptions or comments areas. They also can be numbered and/or weighted as stated in
the section on writing objectives.

The following two pages list and describe the General Competencies and the Supervisory and
Management Competencies. See example of Ratings segment, Section 7 (Performance Review)
in Toolkit for charts describing sample behaviors for each competency at each rating level.
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General Competencies

1.

Mission and Values

Perform day-to-day activities and job responsibilities in ways that support and enhance the
College’s mission and its Catholic, Lasallian and Liberal Arts traditions, for example:

e Service to community

e Dedication

e Taking ownership for success of Saint Mary’s College
¢ Exemplifying behavior that is a model for others

e Adhering to College policies

Service

Demonstrate commitment to providing everyone with highest level of service:

e Provide friendly, caring service; exhibit patience and respect; follow up and follow through

e Respond sincerely, promptly, consistently and appropriately to everyone every time

e Establish and maintain effective relationships with those we serve, and gain their trust
and respect

Teamwork

¢ Maintain harmonious and effective work relationships with co-workers and others

e Collaborate with departments, campus community, and external sources, as appropriate,
to promote cooperative work relationships, improve work processes, and achieve goals
and objectives

Communication

o Effectively convey information and ideas both orally and in writing

e Listen carefully and seek clarification to ensure understanding

o Promote an open environment where diverse perspectives are respected, developed,
and valued

¢ Maintain appropriate confidentiality

Resourcefulness

Consistently initiate ideas and actions that impact our success:

e Proactively take or recommend appropriate actions, solutions or improvement when the
situation demands it

e Persevere when encountering challenges and obstacles

e Adjust to effectively accommodate multiple demands and shifting priorities

Quality and Quantity of Work

e Demonstrate knowledge, technical expertise, and problem solving skills necessary to
perform job effectively

e Make quality decisions based on sound judgment

e Complete assignments in a thorough, accurate and timely manner that achieves
expected outcomes

e Preserve College finances and maintain and care for College property

e Meet College and/or department attendance standards

Performance Management Toolkit 2/04 39



Performance Management Manual

Supervisory and Management Competencies

1. Managing and Developing Staff
e Recruit and hire appropriate staff
e Provide employees clear expectations regarding organization’s values and desired
results
e Give clear and honest performance feedback
¢ Communicate in ways that invite two-way dialogue
e Coach and develop staff and provide opportunity for training and growth
¢ Recognize staff for efforts and achievement and ensure staff are treated with respect and
in a fair and equitable manner
e Constructively address performance problems
2. Leadership
Create a supportive staff environment, which fosters individual motivation, high levels of
individual and team performance, and quality of service:
e Seek performance feedback and incorporate into department objectives
e Develop and communicate clear objectives that support department and College mission
and goals
e Build a workforce that recognizes and values the positive influences of diverse cultures,
viewpoints, styles, and other aspects of individual differences
e Set a tone of integrity and ethics
¢ Encourage and facilitate cooperation, pride, and trust
o Empower and inspire staff by sharing information, knowledge, skills, and authority
e Think and plan strategically
e Lead by example
3. Resource Management
Develop plans and organize resources (technology, equipment, budget, space and staff) for
implementation of projects and programs:
e Utilize existing and new resources effectively and efficiently
e Plan, administer, and monitor budget to ensure cost effectiveness
e Accommodate multiple demands for commitment of time, energy and resources
4. Decision Making and Judgment
e Analyze facts and data, use sound judgment, and seek input and assistance from others
to arrive at most effective solutions
e Make decisions in a timely manner, even under uncertain conditions, considering both
the immediate and long-term consequences
e Follow up to ensure problems are resolved
e Maintain appropriate confidentiality
5. Managing Change
Initiate actions that foster acceptance of organizational change:
e Communicate in ways that help employees understand the change
¢ Involve employees in the decisions that impact them
e Establish structures, practices and feedback to support successful implementation of the
change
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6. Progress Review

OVERVIEW

The Progress Review usually occurs mid year in December or January. Itis atime for a
discussion between the employee and the supervisor on the employee’s performance and
progress so far, and to reassess performance expectations. It is a time to see if there have been
things beyond the employee’s control that are impeding performance and if particular support or
resources are needed. The expectation is that the employee and supervisor have had ongoing
feedback and communication up to this point. The mid year review formalizes this process.

The Progress Review can be held at other times of the year, for example, quarterly. This is up to
the department, supervisor and situation. Progress Reviews are written and kept in the
department. Both the supervisor and employee receive a copy. After the Progress Review, the
supervisor and employee should continue ongoing coaching and mutual feedback as appropriate.

KEY STEPS
Coaching, 6. Supervisor provides employee ongoing, regular X X
Mutual Feedback | performance coaching and feedback; employee
(ongoing) receives coaching & feedback and gives feedback to
supervisor.
Mid-Year 7. Supervisor & employee meet to discuss performance X X
Progress Review and reassess performance expectations & progress.
(usually Dec.- This is a two-way conversation with feedback between
Jan.- can be more supervisor & employee.
frequent)
8. As result of this meeting supervisor completes X X
comments sections on Progress Review and makes
appropriate changes to job responsibilities/objectives;
supervisor & employee sign & each receives a copy.
Coaching, 9. Supervisor provides employee ongoing, regular X X
Mutual Feedback | performance coaching and feedback; employee
(ongoing) receives coaching & feedback and gives feedback to

supervisor.

GENERAL INSTRUCTIONS for COMPLETION of Progress Review Form (Section 4 of
the Toolkit includes instructions for the completion of the Progress Review.)

Supervisor completes each section of the form after discussion with the employee.
Section | — Responsibilities&/or Objectives
e Review responsibilities, expectations or objectives that were agreed upon at the beginning of the
performance cycle.
e Discuss employee’s performance on these responsibilities or objectives.
e Summarize in the Comments section the employee’s performance for each responsibility or
objective
e Change or adjust objectives, responsibilities or expectations as appropriate.
Section Il — Performance Competencies
e Review & discuss employee’s performance on each competency.
e  Summarize performance for each competency in the Comments section
e  For supervisory staff, review general competencies and supervisory/management competencies;
for non-supervisory staff, review general competencies
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SAMPLE PROGRESS REVIEW

SECTION |

RESPONSIBLITIES &/OR OBJECTIVES

Primary Performance Expectations:
Responsibilities &/or Objectives

Comments

(Human Resource Example) Develop a New
Employee Orientation process by April 2005, for
implementation in May 2005. Use a collaborative
process to gain buy in from key stakeholders (new
employees, supervisors, Staff Council).

Sally has formed a task group representing
members of key stakeholders. Under her guidance
they have made recommendations for the key
components of the program. She is meeting her
timelines and criteria that we developed earlier. She
will need the VP’s support in presenting the
overview to the Cabinet.

(Special Projects Example) Deliver all projects on
time (as scheduled). Late projects include
documentation of a list of issues that are “outside
the control” of the employee.

Jim is two weeks behind on project ABC. This has
been due to several unplanned absences. He is
working on a plan for catching up on time missed;
he will finalize and discuss plan by 4/04/04.

(Athletics Example) Increase revenues from
spring 2005 events by 10% over spring events of
2004.

Marsha has enlisted alumni support in sponsoring 3
new events for the spring in addition to the usual 5
events. She has targeted revenue that will reflect a
15% increase over last spring. She will be enlisting
the assistance of two interns to help her with the
project.

(Finance Example) Complete budget planning
process by February 2005. Budget should be
accurate, in line with projected revenues, and
accepted by all team members.

Joe has been facilitating the team in the budget
planning process since October. Two of the team
members who are critical to the decision making
process have had sporadic attendance at the
meetings. He and | are planning an approach to
work with these two team members so that they are
fully involved.

SECTION I

PERFORMANCE COMPETENCIES

General Competencies

Comments

Mission & Values

Marty continues to represent her colleagues on the
Staff Council and participates regularly in LaSallian
sponsored events such as the Soup & Substance
discussions. She sets a good example for others in
the department.

Service

Since her last review Marty took the workshop on
Building a Service Culture. She is using some of the
problem solving skills as she works with other
Campus departments to meet their needs on our
services. Several students have complained that
Marty has not gotten back to them on their
guestions. She has identified steps, which she plans
to follow, to improve her responsiveness in
answering student questions.

Teamwork

She has shared some of the tools learned in the
Service class with other staff members. As a result
the staff is instituting a suggestion system on
improving our services to students. Marty is
facilitating this process.

Communication

Marty is representing our department on a College
committee and will be making presentations to
student groups. At her request, | will coach her on
her presentation skills.
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Resourcefulness Due to budget constraints we will not be able to fund
a half- time administrative assistant position. | have
asked Marty to work with me to come up with
creative ways to provide the services that this
position has previously provided. This will be a
stretch and challenge for Marty in the coming
months.

Quality & Quantity of Work Marty is professional in all that she does and has a
thorough knowledge of all aspects of her job. She is
the historian in our department on past and present
practices and takes on many projects. I've asked
Marty to train one of the administrative assistants in
the processes for monitoring our budget so that
Marty can focus on long term department projects.
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7. Performance Review

OVERVIEW
End of Year Review

The Performance Review occurs at the end of the performance period—usually May and/or June.
It covers the employee’s performance since the Performance Review of the previous year.
Technically the performance review period is from July 1% to June 30th. During May or June the
supervisor and employee conduct the review and complete the Performance Review form. Then
the supervisor shares the review with the next-level supervisor. The completed and signed review
is sent to the Human Resources Office and is filed in the employee’s personnel file.

Introductory Review

A Performance Review can also be used at the end of the Introductory Period for new employees
and employees transferring to new positions. The Introductory Review is generally conducted 90
days after the employee is in the position. Adjust time frames and instructions given below to fit
this review period. See Staff Handbook on New Employees, Introductory Period.

KEY STEPS
End of Year 10. In preparation for meeting with supervisor, employee assesses X
Performance own performance for annual performance period using End of Year
Review (May- Performance Review form.
June)

11. Supervisor gets feedback on employee’s performance from X
employee’s clients and schedules and prepares for performance
review with employee.

12. Supervisor & employee meet to discuss employee’s X X
performance for performance period.

13. Supervisor completes comment & rating sections and Overall X X
Performance Summary and shares with employee. Together they
complete development plan and employee completes the
employee comment section. All initial and sign as indicated.

14. Supervisor reviews Performance Review with next level X
supervisor; next level supervisor signs. Copies are made for
employee & supervisor. Original is sent to Human Resources.

PREPARATION FOR THE REVIEW

What the Supervisor Does

1. The supervisor asks the employee to assess the employee’s performance for the year
using the Performance Review and the Accomplishment worksheet as guidelines. The
supervisor schedules a time (about 1 hour) with the employee to review the employee’s
performance for the year. Allow one to two weeks’ preparation for both the supervisor and
employee.
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2. Supervisor

a. Reviews the employee’s job responsibilities and objectives for the year.

b. Gets feedback on the employee’s performance (see next pages for sources of
feedback and some questions to ask when seeking feedback).

c. Evaluates the employee’s performance for the year. The supervisor uses the
Performance Review as a guideline and may make notes on the Performance
Review but doesn’t complete the form until during or after the discussion with the
employee.

3. Supervisor sets aside adequate time for the review discussion and ensures that
environment for review is private and comfortable.

Supervisor Checklist for Preparing Performance Review"

When you prepare a performance review, try to answer these questions:

Did the employee meet his or her objectives for the period?

Were there any outside circumstances (new orders, staff cuts, equipment problems) that
— | limited the employee’s ability to meet goals?

—— | Did you provide the employee with feedback on progress toward goals during the year?
—— | Do you have records of specific examples of successes, improvements, or weaknesses?

Do your examples include feedback from internal and external customers, other
supervisors, etc.?

Are your employee performance reviews:

__ Specific?

____ Related to the employee’s objectives & responsibilities?

_____ Concerned solely with job behaviors and effort, not personality?
__Individualized, without comparison to others?

_____ Fairand objective?

__ Based on what occurred during the entire period?

Are you prepared to listen with an open mind to the employee’s own assessment and
interpretation of events?

— | Do you have some objectives in mind to propose for the coming period?

—— | Do you have ideas to propose on how you can help the employee improve performance
in the coming period?

Do you have ideas for the employee's professional development?
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What the Employee Does

1. Employee
a. Reviews his/her job responsibilities for the year

b. Reviews his/her accomplishments and key activities for the year (Some sources

of information can be calendars, notes, reports, and projects)
c. Writes out a list of accomplishments
2. Employee assesses his/her performance for year. He/She may use a copy of the
Performance Review form as a guide and/or worksheet.

3. Employee prepares for the discussion with his/her supervisor.

Employee Checklist

When you prepare for your performance review, try to answer these questions:

Did you meet your objectives for the period?

Were there any outside circumstances (new demands, staff cuts, equipment problems)
that limited your ability to meet objectives?

— | Did you get feedback on progress toward objectives during the year?
—— | Do you have records of specific examples of successes or improvements?
Do your examples include feedback from customers or colleagues, etc.?
Is your assessment of your performance:

Specific?

Related to your objectives & job responsibilities?

Fair and objective?

Based on what occurred during the entire period?

Are you prepared to listen with an open mind to your supervisor’'s assessment and
= | interpretation of events?

—— | Do you have some objectives in mind to propose for the coming period?

—— | Do you have ideas to propose on how you can improve performance in the coming
period?

Do you have ideas for your professional development?
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Some Sources of Feedback

The employee’s customers and colleagues who have worked with him/her
Samples of employee’s work (e.g., reports, projects, events)

Notes the supervisor has made

Notes the employee has made

Calendars (supervisor, employee, department)

Task groups or committees employee has served on

Vendors employee works with

Some Questions to Ask When Seeking Feedback

In order to broaden the range of feedback given about an individual’s performance, a supervisor
or employee may seek feedback from others with whom the employee interacts. This feedback
should not be treated as a “report card” or popularity contest. The intent is to encourage
communication that helps recognize and improve performance.

About Strengths:
Supervisor: What is doing that is helpful or working well for you?
Employee: What am | doing that is helpful to you or working well for you?

Supervisor: What should continue doing or do more of?
Employee: What should | continue doing or do more of?

About Areas for Improvement:
Supervisor: What do you think could do better to improve his/her performance?
Employee: What do you think | could do better to improve my performance?

Supervisor: What could do less of or stop doing?
Employee: What could | do less of or stop doing?

Supervisor: What should start doing?
Employee: What should | start doing?

46 2/04 Performance Management Toolkit
































































































































