The New Performance
Management Process




The steps in the new process

« Performance Planning
« Coaching & Feedback
» Reviewing & Appraising Performance

» Rewarding

| ] Behaviors or ﬂ

e i Competencies |
) (HOW) |

II Results—
| Objectives
E {WHAT}

Performance Planning — opportunity for Employee
and Supervisor to identify and clarify the expected
performance

Coaching and Feedback — day to day process for
Employee and Supervisor to communicate

Review & Appraise — process of evaluating
performance against the established expectations

Reward — Monetary (not yet defined by the State)
and non-monetary



Performance Planning

| PartI: Performance Planning

Instructions: iderfity objeckves for he employee based on he manageremployes performance planning discussion, Please ensure each
objeciive is a SMART objecive (Speciiic, Measurable, Aliainabie, Reievani, Time-Based). in sefing e objecives, be as speciic as possibie using
quantitaive (2.9, numbers, data, quotas, dales) and/or qualitative measures or fleedback where helpiul.

Indicale how progress against he objectives wil be observed or measured (Yacked). Modity

the

as needed

management cycle. The number of objectives should be based on the oukomes of the ne'hrrrm':e planning discussion; j';-I n'a]ra\:id mare fines
below {bjectives) s necessary. Inthe Annual Perlormance Review, indicale employees overall performance against each objectve.

Objectives M |
List Ohjectives in the Table Below A measurement scale and target chould be estabkched for each objectnve.
Annual Performance
Obj Description Tracking Method Review

equipment by MMADD/YY.

2 | Maintain acu
retums proce

3 | Aftend CPR fra.
the end of the fiscal year

1 | Complete a detaifed physical inventory of office

complete = U
complete = NI
omplete = ME
ampiete w/ high fevel
& no emors = EE

Completed inventory
by due date = ME

T1-12%-EE

Increased tax retuns
processed by 10 5% =
ME

>12%- Exceptional
=i annusal cedification by Yes-ME Enrolled in CPR class,
No- NifUnsat but so late in year that

course was full = NI

The first step in the new process is performance planning.

Refer to Page 1 of the Form




Performance Planning

« Specific, Measurable, Attainable, Relevant
and Time based

- Tracking Methods

Results—

Objectives e

(WHAT)

4

Supervisor and Employee discuss objectives for the
review year.

sSupervisors have been trained on how to write
objectives and establish tracking methods

*Employee should know exactly what is expected of
them and what they need to do to meet or exceed
expectations




L___I;'

Performance Planning

| Part I: Performance Planning (continued)

i C the employee's overall stenghs and weaknesses, identity the critical competencies cseeecl me or more Core
Competencies, pages 4-7, Leadership Compelencies, page 8, Essential Requirements, page 3, or Unit'Depar
tis review period that the employes should focus on. Omsuer those competencies that are crifical for achievement ol respmsﬁmlss a'n
objectives for the coming year in addition to hose that are important from a developmental perspective (important for a fulure position andior for
increased or changed responsibilities). l'hecunpe'endes chosen should be based on i 1 from yee performance planni
i (5), any iems through the development planning process, and any ilems from 'he mstmmtperhwce review,

For @ach competency, provide any project or on-the-job suggestions that the employes can engage in 1o help in development.

Comp y Project or On-the~Job Suggestione
1. Leadership - Promotes Teamn Effectiveness A. Encourage tha *-

sh a problem as an
sonable risks and be
5 and opporunities

Ex: Leadership Compe*--

ete“cies‘.
2. K-State Values (Es: Cl’“-ica‘ Comp

e ng
demonstrating integrity ar ous‘b‘;ﬁﬂesg 3‘5‘3 or be havlo"s‘
Ex: Essential Requi “HOW" job resP mpetenci®
x: Essential Requiremt

\ished using ©

3. Communication - Tailo accﬂm?

their opinions and
to others’ needs
may be different
.anding and adapling
wan micrease your efiectiveness,

sitive eb
The pO il ities/goals:

Ex: Core Competency
e gpoﬂ si

4. Change Management Identify three changes thal will improve the operations and
results of the unit and lead an effort to implement one

Ex: D t tUnit/Uni ity Competency change.

Refer to Page 2 and 4-6




Performance Planning cont.

« Competencies
- 5 Core Competencies
- 2 Leadership

Behaviors or

€= | Competencies
(HOW)

6

5 Core Competencies — Job Responsibilities, Communication, Customer Service, Initiative,
Teamwork

2 for Supervisors — Performance Management and Leadership

Supervisor will go through all 5 Core Competencies and inform EE what level is expected in each.
It will be rated at the end.

BE AWARE - NOT EVEY EMPLOYEE IN EVERY POSITION WILL BE EXPECTED TO BE
AT THE TOP LEVEL

If development is needed Supervisor will fill out in Critical Competencies on p.2
Some might list a Critical Competency just for development



Performance Planning

| Part lll: Essential Requirements

Instructions: Considering the level the employee typically or consistently operates at, check (v') the box which best desribes hisher behavior for

#ha comnatoncy hala A haby a o praset ha idad for tha thebs o b
L] ¥ Y LD, = P must e pr e ¥ raEng.

Dependability: Recognizes their responsibilies to K-State and applies effective work habits and attitudes 1o meet work requirements.
Accomplishes tasks by showing concern for all aspects of the job and manages workload o completes tasks in a timely manner.

. Attends work reguiarly and on fime

. Plans appropriately for absences Meets
. Assumes personal accountability for work lhsaﬁs&lattm ¥ Expectations
K

K-State Values: Individuals adhering to K-State’s values align ther actions with high standards of conduct, accept responsibility for behavior and
exhibit personal integrity at all Simes. Acts as a role model for other employees and does the right thing, even when no one is watching. Individual
does notwaste K-State’s resources e, ime, material).

: Meets
. Demonstrates personal integrity and ethical behavior £ = &
. Dispiays good stewardship of public resources "“‘"’E‘““’ Expectations
. Adapls to changes in processes, procedures or responsibilises X
Example;
*An Unsalisfactory rabingin D ity or K-State Vakies will res uk in an Overal Performance Rabing of Unsatisfa
A

Refer to Page 3




Performance Planning Cont.

» Essential Requirements
p | - Dependability
- Agency Values

An Unsatisfactory rating in
Dependability or Agency Values
will result in an Overall
Performance Rating of
Unsatisfactory

Read the definition on the form
Supervisor will discuss with EE and rate at the end.



Coaching & Feedback

On-Going Feedback and Coaching Frocess

Instuctions: kienfly the process to be used throughout the year to provide feedback and coaching to the employee. Identity any customer input
tools that will be used to provide feedback throughout e year, In addiion, identity e iming for the mid-year review andlor any other coaching

L sessions. Idenfify any employee responsibiities in the process. For instance, you may wish o identify when and how on-going feedback will be

delivered, who has responsibility for setfing up coaching sessions, when the mic-year review will happen, it current customer input tools will be

used, efc.

On-Going Feedback and Coaching Process

Throughout the year, we will have one-on-one meetings on a monthly biasis 1 discuss progress on performance objectives and competencies. In
additon, | will provide constructve feedback, both positive and negative,

Joe will solicit feedback after meetings and activites he is warking on from his manager

Refer to Page 2



Coaching & Feedback

uatiiiiiyg

- Listening
- Asking Questions

- Gain Understanding

On going discussion to help Employee be successful

10



Coaching & Feedback

April 1- June 34
— o]

[ Part II: Mid-Year Discussion B
Instructions: Document progress against he Obj and Comp ies as defned in the Performance Planning process. Be as specific as
possible about he employes's actual per 1o date, specific observable results wherever possible, and adding qualitative

information or feedback wherever helphul. Any valid updates to employee’s objectives, which are based on changes in Stale or K-Stale’s needs,
may also be documented in this section,

Mid-Year Discussion and Coaching Progress

O04/16/09. Met wth Joe and dscussed Ms impressions and thoughts around Ms performance to dale. We then revened e performance
olbyectives and compelencies that were on targel These included:

1. He heid two quartedy team building achivbies to dite

2 He had some problems wih attendance that had been dscussed and was not meeting expectabions. He was altending work on bme.

3 Inafew of our discussions, Joe brought forward several opportumbes for change that wouig benet the deparimentiunt. These included.

We a0 dis cussed areas for improvement. This induded enraling in CFR tradming, 50 that he could renew his cerbificalion by the end of the year.

I terms of ongoing commumcabon and feedback, we decded fo conbinve to meet on & momhly basis. In coaching sessions, we wif discuss the
chaplers of the “Good to Greal™ book that he is reading as part of the Team Leadarship on-the-job s uggestion,

\ | Due tobudget cuts, the Respectin the Workplace training is no fonger offered. As & resut, we defermined




Reviewing & Appraising
Performance

-Mid-year Review
-Annual Review

12

REQUIRED MID YEAR DISCUSSION TO DISCUSS PROGRESS

AND MAKE ADJUSTMENTS AS NECESSARY

Annual Review — Supervisor and Employee meet to discuss
performance through review period

Will Assign Overall Rating — see Page 9
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When to begin using the new

process

 Focal Points
- Performance Planning (OCT 15t thru DEC 31st)

- Mid-Year Discussion (APRIL 1st thru JUNE 30th)

- Annual Review Discussion (OCT 15t thru DEC 31st)
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Major Milestones

Inputs

* Agency Mission
* Agency Values

* Position Descriptions

* Changes to Objectives
* Performance Feedback
+ Individual Development Plan

* Individual Performance
Objectives, including changes
* Performance Feedback

Performance
Planning
coaching'—--—: l +— other input
coaching ™
Mid-Year
Discussion
coaching——
5 l -+ other input
coaching'_"f'
Annual
Review

Outputs

+ Individual Performance
Objectives and Competencies

* Shared understanding of
how performance will be evaluated

» Updated Objectives
* Understanding of Performance
* Updated Development Plan

* Performance Rating
* Individual Development Plan

SUMMARY OF THE PROCESS

14



Questions

Division of Human Resources

Karla Bylund
(785) 532-1869
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