
PERFORMANCE DISCUSSION AND PLANNING

(NON-SUPERVISORY)

	Name:
	
	
	Supervisor:
	

	
	
	
	
	

	Title:
	
	
	Supervisor Title:
	

	
	
	
	
	

	Department:
	
	
	Date:
	


	
	   Current job description reviewed together – updates to be submitted to HR


 It is the mission of Saint Michael’s College to contribute through higher education to the enhancement of the human person            and to the advancement of human culture in the light of the Catholic faith.
Please submit this signed document to Tina Tenney to Box 265.

Use the attached prompts for your discussions and written comments.  Reference the 
CORE COMPETENCIES
	
	Decision Making
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	Comments:
	
	
	

	
	
	
	
	


	
	Communication
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	Comments:
	
	
	

	
	
	
	
	

	
	Integrity
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	Comments:
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	Teamwork
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	


	
	Professionalism
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	


	
	stewardship of Resources
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	



Overall Performance Rating (Good=18):


DISCUSSION SUMMARY AND GOAL SETTING
	Accomplishments 

	 

	

	Goals

	

	

	Employee Comments

	


Supervisor’s Signature:___________________________________
Date:_______________________

Employee’s Signature:___________________________________
Date:_______________________

The employee signature indicates that the performance review has taken place and that you have read the form; it does not necessarily signify agreement. 

	Notes on Rating
	

	5 -  Consistently exceeds expectations
	

	4 –  Fulfills all expectations
	

	3 –  Fulfills most expectations
	

	2 –  Fulfills some expectations
	

	1 –  Does not fulfill expectations
	

	N/A – Not applicable
	


Please submit this signed document to Tina Tenney to Box 265.

Discussion Prompts
Core Competencies
Decision Making

· Makes high quality decisions based on all pertinent facts.

· Demonstrates analytical skills commensurate with job responsibilities.

· Assumes responsibility for his or her decisions.

· Knows when to make decisions alone and when to involve others, and consults in planning communication.

· Anticipates unexpected changes; has a backup plan.

Communication

· Uses clear and respectful language with peers and others within and outside the department.

· Raises safety or other concerns with supervisor as appropriate.

· Works to resolve conflicts in a calm and rational manner.

· Listens to others carefully and respectfully.
Integrity
· Keeps job related commitments and promises.

· Takes the initiative to request additional work assignments when time permits.

· Demonstrates high level of respect for confidentiality. 

· Has gained and/or retains respect of coworkers as someone who can be trusted.

Teamwork

· Steps in and helps out other team members when needed.

· Shares information and resources with team members.

· Works out conflicts directly with the person involved.

· Builds a network of relationships to achieve goals.

· Asks for and acts on feedback from others.

· Asks for help when needed.

· Participates as a follower as well as a leader on teams as appropriate.

· Adapts plans and reprioritizes tasks as circumstances change.

Professionalism

· Maintains appropriate confidentiality.

· Sets personal agendas aside to focus on organizational results.

· Stays focused on work.

· Responds constructively to situations through an appropriate medium; “vents” appropriately and privately.

· Behaves with respect towards others, the department, and the institution.

· Prepares thoroughly for meetings, tasks, and/or events.

· Strives to exceed goals; exercises a can-do attitude.

· Accepts responsibility for punctuality, whereabouts, and accurately tracks and reports allotted time off.

· Limits personal business on the job.

Stewardship of Resources
· Utilizes College property appropriately and within guidelines outlined in the Employee Handbook.
· Utilizes job specific tools to the greatest extent possible, taking the initiative to expand personal knowledge of such tools on an ongoing basis (i.e. computer programs, social networking etc.).
· Makes the best use of others’ time as well as his/her own.
· Remains within the budget when making purchases (if applicable).
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