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Performance Management Worksheet
	     Name
	
	  Performance Year
	

	     Title
	
	  Planning Date 
	

	    Manager Name
	
	  Feedback/Orientation Date
	

	Manager Title
	
	  Appraisal Date
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University Mission
To educate our students for lifelong learning and success in a constantly evolving and multicultural world through a commitment to individualized attention, exceptional teaching, and academic excellence. 

Vision
To be a nationally recognized independent university where intense personal engagement in exceptional academic and professional programs cultivates a lifelong commitment to learning, ethics, civic responsibility, and openness to cultural diversity.

Values
As a university community, we work together with understanding, respect and integrity, guided by these principles:

· Student success is our defining purpose
· Lifelong learning is our passion
· Mentorship is our guiding behavior
· Community engagement is our civic imperative

University Strategic Plan Goals

1. Achieving excellence & growth in academic programs

2. Developing a world-class support environment

3. Valuing our people
Code of Ethics Policy

Wilkes University holds the following principles to be essential to responsible, professional behavior for employees:  honesty, trustworthiness, integrity and dignity, as well as respect and fairness in dealing with other people, a sense of responsibility toward others and loyalty toward the ethical principles promoted by the University through our mission, vision and values.  It is important that these principles and the tradition of ethical behavior be consistently demonstrated and carefully maintained. The complete policy must be reviewed and acknowledged for compliance.

The mission, vision, and goals of each department must align with the mission, vision, values, and goals of the University.
	Department Or Unit Goals

	1. 
	

	2. 
	

	3. 
	


Part I: Planned Outcomes

	Planned Outcomes/Individual Goals
	MEASUREMENTS
	MID-YEAR Progress
	Actual Outcomes
	      Assessment

Less than planned

As planned

More than planned

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	















  SUMMARYASSESSMENT   _________________
Key

1. Planned Outcomes: Employees and supervisors collaborate to draft individual goals (Planned Outcomes) that are linked to department goals that are linked to the university’s strategic goals.
2. Measurements:  The measurements used are essential to the performance management process.  They provide evidence that your planned outcomes/goals were achieved.
3. Mid-Year Progress: Supervisors and employees should meet in December to determine progress towards Planned Outcomes and document this progress in the area provided.
4. Actual Outcomes: What are the actually outcomes at the end of the year? 

5. Assessment: If this item is rated “less than planned”, please attach an action plan to address the shortfall.
Part 2: Competencies

	Baseline Requirements Discussed
	Manager Initials
	
	Staff Initials
	

	Comments on Baseline Requirements:
	

	

	


	Competencies 

Behavioral Indicators
	Tracking Sources/Measurements or evidence that progress toward this competrency has been achieved
	MId-Year Progress
	Actual Actions
	    Assessment: Is the employee 
Demonstrating or 
Developing this competency? 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	















    SUMMARY ASSESSMENT   _______________

Part 3: Coaching Log and Year-End Appraisal Notes
	Mid-Year Feedback discussion and Coaching Log:
	Details of Discussion and Action

	

	

	

	

	Year-End Appraisal Notes:
	Details of Discussion and Preliminary Ideas  for Next Performance Year

	

	

	

	


	AREAS OF DEVELOPMENT:  In order to plan for training and development opportunities for our employees, please rank order any of the suggested opportunities presented below that you would like to see offered during the 2008-2009 year.  Please place the numerical ranking in the box to the left of the item.

	□ BANNER Training       □ Conflict Management             □  How to develop competencies                 □ Competency Based Interviewing 

	□ Microsoft Outlook Training (i.e., scheduling meetings)     □   Managing Performance                            □ How to develop measurements                  □  How to develop and manage a budget                              □   How to develop others                              □ Diversity                                                          □ Customer Service                                                             □  Topics relevant to higher education

	□ Other  (please list all that apply)        

	


	Department Or Unit Outcomes:

	1. 
	

	2. 
	

	3. 
	


SUMMARY ASSESSMENT OF EMPLOYEE PERFORMANCE:  
(SELECT ONE ONLY)

_____NEEDS IMPROVEMENT                         _____MEETS EXPECTATIONS                        _____EXCEEDS EXPECTATIONS

	Year-End Appraisal Discussed:
	Staff Signature
	
	   Date
	

	
	Manager Signature
	
	   Date
	

	Reviewed By:
	President/Provost/VP Signature
	
	   Date
	

	
	HR Signature
	
	   Date
	


Part 4: Code of Ethics – Policy Acknowledgement

This is to acknowledge that I have been provided with a copy of the Wilkes University Code of Ethics Policy.  I attest that I have read and understand said policy and agree to comply with all stated principles and responsibilities.

__________________________________
__________________________

              (Print Name)




    (Date)

__________________________________


  (Signature)
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