Guidance for Administrative & Professional Faculty Work Planning & Performance Appraisal 

(Resource: Successful Manager’s Handbook, Gebelein, Nelson-Neuhaus, Skube, et al, Personnel Decisions International Corporation, 2004)

The Administrative and Professional Faculty Work Planning and Performance Appraisal Document Package consists of five parts. For guidance on: 

· Part I: Job Profile
· Part II: Work Plan and Appraisal for Each Responsibility for Work Year
· Part III: Other Annual University Requirements at Start of Work Year
· Part IV: Mid-Cycle Review
· Part V: Overall Appraisal


PART I: JOB PROFILE (COMPLETE BY JUNE 25)

This section of the planning and assessment document contains the more permanent information about the position and will identify the employee and persons assigned responsibility for the employee’s performance management. 

Document Version Date reflects the date of any changes to the plan document during the performance cycle. 

Goal Statements are established by executive management at the division wide level to further define how the institutional mission will be accomplished. They provide guidance to Department Work Plans and are reflected in individual work plans to ensure that employee performance is aligned with the mission of the institution and are the bases of department work plans. (Note: Department Work Plans are not included in this document. They are communicated by supervisors and reviewed with employees at the beginning of each planning cycle. Department work plans are the work objectives established by department heads to accomplish division and institutional mission and goals and to guide the development of individual employee work plans. They link individual performance with the broader division and institutional goals and mission. Development will often include employee input and an assessment of department performance).

Major Responsibilities describes up to three overarching and comprehensive major areas of responsibility that reflect consideration of the detailed and specific duties assigned to the position. They serve to summarize the overall duties and could be considered the purpose of the position. They typically remain the same from year to year. Factors that usually distinguish one positions’ responsibilities from another should be considered- internal and external constituents, reporting level, complexity, accountability, supervision given and received).

Knowledge-Skills-Abilities (KSA’s) describe those that are required and preferred for the incumbent to successfully perform the position’s duties and responsibilities are listed in this section. These requirements would also be used to recruit and hire employees for this position. Required KSA’s may include only those that have been demonstrated as actually necessary for the incumbent to perform successfully. Overstating selection criteria is discriminatory under federal and state EEO guidelines.

Education, Experience, Licensure, Certification for Entry in the Position describe educational and professional credentials and related experience that are essential and preferred for the incumbent to successfully perform the position’s duties and responsibilities are listed in this section. These requirements would also be used to recruit and hire employees for this position. Required credentials and experience may include only those that have been demonstrated as actually necessary for the incumbent to perform successfully. Overstating selection criteria is discriminatory under federal and state EEO guidelines. 



PART II: WORK PLAN AND APPRAISALS FOR EACH RESPONSIBILITY FOR WORK YEAR (COMPLETED BY JUNE 25) 

Individual Work Plan is developed, collaboratively, by the supervisor, employee, and reviewer at the beginning of each performance cycle to describe the specific work that the employee will accomplish during the performance cycle. It is derived from the department work plan and is organized by the three major job responsibilities. For each of the three sections, the major responsibility, representative duties and the development plan will be described. The performance of the Institutional Priority Appraisal Elements and Other Annual University Requirements are also discussed at this time. (See guidance for Part V for more information on the Institutional Priority Appraisal Elements). The work plan should be approved by reviewer at the beginning of the cycle PRIOR to final adoption by the supervisor and employee. The plan document is kept and maintained by the supervisor until the Annual Appraisal is completed at the end of the performance cycle.

Tips for Successful Planning

· Be sure employees can explain the department objectives and their role in accomplishing those objectives. 

· Review each duty, task, and assignment for alignment with department objectives. 

· Consider and discuss resources that are needed to accomplish assigned work - be careful not to under or over estimate. 

· Consider the extent to which performance will depend on the work/ cooperation/reliability of others. Identify and plan for risks. 

· Be realistic about what can be accomplished in the course of one cycle - should there be phases? Consider written project plans to guide and inform performance. 

· Set up times to review plans as needed to ensure success.

Representative Duties, Tasks, Projects and Special Assignments for each Responsibility are established collaboratively by the supervisor and employee. The list is not intended to be exhaustive. Rather, it should reflect unit and individual performance priorities for the current cycle based on unit objectives or the previous year’s performance appraisal. Variations that occur during the cycle may either be reflected in an updated version of the work plan or reported in the employee self assessment at the mid-year review and at the end of the performance cycle. The work plan must be reviewed and approved by the reviewer before it is officially adopted for the performance cycle. 

Professional Development Plan is developed at the beginning of the cycle and is required for each employee. The plan is based on supervisor and employee discussion of specific areas of performance that need to be supported for improvement or growth. Targeted areas are to align with assigned work and department objectives and should outline objectives, activities, timeframes and resources. The development plan may include customer or constituent feedback, training, mentoring, coaching, and cross- training. 

Employee Tips for Successful Development

· Be honest with yourself about what you need and want

· Have a strong core of guiding principles and make a well intentioned effort to act accordingly

· Keep current on changing work expectations, industry practices, and technical knowledge

· Regularly assess your strengths and weakness; find new ways to use your strengths and compensate for your weaknesses with tools, collegial relations, resources 

· Set development priorities

· Get involved in a variety of experiences to maximize your development

· Work to understand feedback from others, especially when it conflicts with your view

· Get the most out of reading and seminars

· Use mistakes as learning opportunities

· Involve others in your learning, seek honest feedback

· Be willing to try something new 

Supervisor Tips for Successfully Developing Others

· Forge a partnership by asking employees how you can improve coaching relationship, listening more than you talk, approach resistance with curiosity.

· Inspire commitment and excellence by understanding the goals and values of your employees, help employee understand how they are perceived by others, help identify development goals that are aligned with the employee’s goals and operational needs

· Grow skills by creating a safe and effective learning environment.

· Encourage employees to take risks and learn the right lessons from their mistakes, identify and provide resources . 

· Promote persistence by creating opportunities for employees to practice newly learned skills, take advantage of coachable moments- success, disappointment or first. experiences, and help employees develop reminders to stay on top of development goals

· Shape the environment by knowing your own strengths and weaknesses, acting as a role model, sharing development objectives, seeking feedback, sharing learning. Reward development and align policies with coaching.

(The appraisal of each responsibility is also reflected in Part II I of the document) 

Self-Assessment is completed by the employee at the end of the performance cycle, as part of the annual appraisal process. Each major responsibility should be addressed separately with consideration of representative and other significant duties, tasks, projects, and special assignments. 

· Once completed and signed, the self-assessment should be submitted to the supervisor one-to-two weeks before the annual appraisal meeting. The self-assessment document will be included as part of the employee’s annual appraisal document. Be concise and representative (up to 250 words is reasonable).
• Optional: An employee may request his/her supervisor’s approval and assistance to conduct a multi-rater evaluation by an agreed list of persons who would be able to provide useful performance feedback for the employee.
• Preparing the Self Assessment: A complete and informative self assessment will reflect consideration of all assigned and unassigned tasks and projects, any specific measurements of performance, notes and records about performance, unforeseen circumstances, revised priorities, successes and areas needing improvement, the entire performance year (not just the beginning or the end), and professional development activities and needs.
• Self Ratings: The employee must decide what performance level best describes his or her overall performance throughout the performance cycle in two categories: Results (whether tasks and projects were completed) and Process (how the work was done).

Assessment by Supervisor should reflect consideration of all tasks and projects, any specific measurements of performance, notes and records about performance, unforeseen circumstances, revised priorities, successes and areas needing improvement, the entire performance year - not just the beginning or the end and professional development activities and needs. 

Optional: A supervisor may work with an employee to conduct a multi-rater evaluation by an agreed list of persons who would be able to provide useful performance feedback for the employee. 

Rating Performance: Each employee must be evaluated on whether they performed accomplished duties, tasks, and assignments (Results) and how they went about accomplishing their work (Process).position.



PART III: OTHER ANNUAL REQUIREMENTS AT THE START OF THE WORK YEAR

At the beginning of each performance cycle, supervisors should ensure that each employee has reviewed and understands the expectations for employee performance and conduct as described in each of the university policies listed in this section. Employees are asked to indicate their review and understanding of each by policy by completing the form.



PART IV: MID-CYCLE REVIEW (BY JANUARY 25)

Create an engaging and inspiring work environment for employees by communicating high expectations, fostering optimistic, positive attitudes about their colleagues and their work, and ensuring that employees feel appreciated and valued for their achievement and efforts.

At least once a year, normally in January, supervisors are required to meet with their employees for performance feedback, coaching and mentoring. This provides an opportunity for the supervisor and employee to understand how work is progressing and to identify areas that need to be addressed. It is also a time to ensure that the appropriate development opportunities and resources have been identified.

Supervisors may consider asking the employee to take the lead in reviewing his or her progress, identifying what they plan to do next or differently and critiquing what they have done. 

The supervisor may consider providing annual review instructions at this time as well. The employee and supervisor will document the review session by completing the appropriate section on the plan and appraisal document.



PART V: OVERALL APPRAISAL (COMPLETED MARCH 10 THRU JUNE 1)

Development is a partnership between the employee, the manager and the university. Managers play a key role by equipping employees with the tools, knowledge, and opportunities they need to develop themselves.

Employees want to do more than go through the motions-they want to do work that matters. When they have the good fortune to be working with a [supervisor] who challenges, inspires, appreciates them , they can perform far beyond expectations. 

Institutional Priority Appraisal Elements are identified each year by senior management to reflect areas of performance deemed critical to the accomplishment of the institutional mission are included in all administrative and professional faculty work plans. They provide the opportunity for the university to institutionalize management values and performance priorities that are central to UMW’s mission and critical to the institution’s continued success. They will be supported by HR sponsored training and supplemental resources.

Institutional priority appraisal elements should be discussed and clarified by supervisors, collaboratively, with employees at the beginning of the cycle and reviewed, collaboratively, with the employee during the annual appraisal meeting.

08-09 Institutional Priority Appraisal Elements 

· Managing People for Individual and Institutional Success

· Promoting and Managing Diversity and Inclusiveness

· Professional and Ethical Conduct

· Customer Service

Managing People for Individual and Institutional Success: Manage performance in a manner that positively impacts employee professional development and contributes to institutional excellence. 

Promoting and Managing Diversity and Inclusiveness: Take action to ensure institutional excellence by providing equal opportunity for all employees to be successful, contributing members of the UMW community. Appreciate and capitalize on employees’ diverse viewpoints, background, education, culture, experiences, beliefs, and attitudes in all aspects of work-related activities. Seek and create opportunities for diversity in personal differences such as race, ethnicity, gender, age, religion, sexual orientation, nationality, physical ability, socioeconomic status, and geographic origin.

Professional and Ethical Conduct: Act in ways that consistently demonstrate your commitment to professional honesty, trustworthiness, integrity, and respect as well as adherence to the UMW Statement of Community Values and Honor Code.

Customer Service: Determine the requirements, needs, expectations, and preferences of internal and external customers, i.e., those who rely on your products and/or services to accomplish their goals. Address how you build, maintain, and sustain relationships with customers that contribute to satisfaction, loyalty, and retention. 

Overall Appraisal is conducted by supervisor with input from the employee and reviewer at the end of the performance cycle. The supervisor will consider the department objectives, all components of the work plan , predetermined measures, and performance feedback for the entire year to determine performance ratings. Resource information for conducting the appraisal meetings are listed below. The golden rule is NO SURPRISES. With ongoing communication, coaching and mentoring throughout the cycle, the employee and supervisor are sure to have an understanding, if not agreement, about the outcome. 

· Dealing with Employees on Performance Issues
· Employee Recognition
Rating System: Each employee must be evaluated on whether they performed accomplished duties, tasks, and assignments (Results) and how they went about accomplishing their work (Process). 

Results ratings are: Exceeded Expectations, Achieved, Partially Achieved, Inadequate. 

Process ratings are: Generally superior - frequently exceeds expectations; Fully Meets Standards - makes positive contributions; Demonstrates Room for Growth and or Improvement; Unsatisfactory.

Process describes how work is performed and allows supervisors and employees to focus on skill sets and work attributes that impact “what” is being accomplished. The identification of process issues provides a meaningful framework for ongoing coaching, feedback and development. 

Examples are accountability, innovation, judgment, self organization, time management, ability to prioritize, conflict management, problem solving, communicational skills, and leadership. The supervisor and employee should discuss which skill sets or work attributes have contributed positively or negatively to the employee’s performance. Supervisors may choose to identify certain process attributes for development and assessment at the beginning of the cycle as part of the employee work plan. Performance feedback about process attributes should be given throughout the performance cycle.

Optional: An employee may request his/her supervisor’s approval and assistance to conduct a multi-rater evaluation by an agreed list of persons who would be able to provide useful performance feedback for the employee.

 

