PERFORMANCE DISCUSSION AND PLANNING

 (SUPERVISORY POSITION)

	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.

CORE COMPETENCIES
	
	Decision Making
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	

	
	
	
	

	
	Communication
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	


	
	Leadership
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	


	
	Managing People
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	


	
	Professionalism
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	



Overall Performance Rating (Good=18):


	
	
	

	
	Support of Diversity
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	


	
	stewardship of resources
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	


	
	Support for the Mission of the college 
	
	Rating

	
	Comments:
	
	
	

	
	
	
	
	

	
	
	
	

	
	
	
	


	Rating Key
	

	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
	


DISCUSSION SUMMARY AND GOAL SETTING
	Accomplishments 

	 

	

	Goals

	

	

	Employee Comments

	


Supervisor’s Signature:___________________________________
Date:_______________________

Employee’s Signature:___________________________________
Date:_______________________

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

Discussion Prompts
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 contingency plan.
Communication

· Writes effective letters, reports and memos.

· Delivers effective presentations in small and large groups, if applicable.

· Adapts his/her communication style to meet the needs of the audience.

· Facilitates meetings effectively; gets items discussed; brings group to closure.

· Listens actively to others to gain thorough understanding.

Leadership

· Walks the walk; models the kind of behavior he/she expects from others.

· Keeps commitments and promises.

· Demonstrates a willingness to take personal risks when dealing with issues.

· Communicates high personal standards – in conversation, demeanor, etc.

Managing People 
· Clarifies roles and responsibilities; gives clear directives.

· Gives frequent constructive feedback; considers setting in which feedback is given.

· Recognizes direct reports for good effect more than criticizing them for mistakes.

· Works with people to ensure they have clear development plans.

· Provides ongoing coaching and support.

· Creates a climate of open communication and mutual trust.

· Adjusts leadership style to meet demands of work situation.

· Models the kind of behavior expected of others.
Professionalism

· Maintains appropriate confidentiality.

· Sets personal agendas aside to focus on organizational results.

· 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.

· Responds non-defensively when others disagree with his/her views.
· Strives to exceed goals; exercises a can-do attitude.

Stewardship of Resources
· Utilizes job specific tools that are available to the greatest extent possible.
· Makes the best use of others’ time as well as his/her own.
Support of Diversity

· Actively seeks to understand and respect those with backgrounds different from own.
· Shows respect for others’ points of view.

· Considers others’ ideas open-mindedly.

Supports the Mission of the College

· Demonstrates support for students, understanding that we are contributing to the education and enhancement of our students holistically.

· Respects values of the Catholic faith when communicating with others within and outside the organization and in making workplace decisions.
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