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GOAL SETTING & PERFORMANCE MANAGEMENT INSTRUMENT
(for Managers/Non-represented Employees)
{Hover over text item in document to see explanatory information}       
PART I: PERFORMANCE OBJECTIVES /GOALS (To be completed at start of cycle)
Instructions:In Part I, employee creates the performance deliverables that will be measured and scored in Part III at the end of the performance cycle.  The employee being rated and the immediate supervisor should identify up to 5 significant deliverables in the form of major initiatives or projects. They may include annual program objectives or project-related work. Deliverables should be prioritized if possible.
PART II: PERFORMANCE FACTORS / COMPETENCIES (To be completed at end of the cycle)
Employee comments regarding Performance Factors/Competencies section.  Rater’s comments regarding Performance Factors/Competencies section.
Select employee's proficiency for each factor based on daily job activities and projects by clicking the most appropriate radial button. Individual numerical scores and overall score will be based on narratives selected. Comments can be provided.
Commitment to Mission, Vision & Values
Demonstrates commitment, loyalty and appreciation for the organization. Conveys a high level of concern for the well-being of all employees and others, helping to ensure that both their needs and those of the organization are met. Consistently speaks highly of the organization, its employees and its mission.
Maintains a high degree of organizational commitment, and inspires feelings of loyalty and commitment in others. Demonstrates a very high level of concern for the organization, and for other employees. Displays a strong sense of pride in the organization.
Sets a good example of organizational commitment, and inspires feelings of loyalty and commitment in others. Demonstrates a high level of concern for the organization, and for other employees. Displays a sense of pride in the organization. 
Sets an example of organizational commitment, and inspires feelings of loyalty and commitment in others. Demonstrates concern for the organization, and for other employees. Displays a sense of pride in the organization. 
Occasionally displays loyalty and commitment to the organization. Rarely inspires feelings of loyalty and commitment in others. Seldom demonstrates concern for the organization or for other employees. Does not display a great sense of pride in the organization.
Does not display loyalty and commitment to the organization. Has a negative impact on the feelings of commitment in others. Does not demonstrate concern for the organization or for other employees. Does not appear to be proud to be part of the organization.
Rater
Selection
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Selection
Initiative
Rater
Selection
Employee
Selection
Looks for new and productive ways to make an impact and initiates action to do so. Demonstrates this characteristic when it comes to generating new ideas or processes, capitalizing on new business opportunities, seeking out and taking on increasing responsibility or resolving problems as they occur. Uses sound judgment about when to take action and when to seek guidance or permission.
Consistently takes the initiative to resolve problems with minimal assistance from management. Has taken on new responsibilities, and acted on opportunities. 
Has taken the initiative to resolve problems with minimal assistance from management. Willing to take on new responsibilities and act on opportunities.
Has taken the initiative to look for resolutions to problems, involving management at times. Usually willing to take on new responsibilities and act on opportunities. 
Requires encouragement and input from managers before taking on new responsibilities or looking for solutions to problems. Hesitant to take on new responsibilities or act on opportunities. 
Does not demonstrate initiative to solve problems or take on new responsibilities. Very reluctant to take on new responsibilities or act on opportunities. 
Communication
Communicates effectively and appropriately. Uses good judgment as to what to communicate to whom as well as the best way to get that accomplished. Speaks in a clear and credible manner, selecting the right tone for the situation and audience. Listens to others and allows them to make their point.
Employee
Selection
Rater
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Always expresses facts and ideas clearly, in a credible manner. Always uses an appropriate tone. Displays excellent judgment as to what information should be communicated. Listens to others, and elicits feedback. 
Usually expresses facts and ideas clearly, in a credible manner. Uses an appropriate tone. Displays very good judgment as to what information should be communicated. Listens to others, and often elicits feedback.
Able to express facts and ideas clearly, in a credible manner. Usually uses an appropriate tone. Displays good judgment as to what information should be communicated. Listens to others, but does not always elicit feedback. 
Rarely able to express facts and ideas clearly, in a credible manner. Does not always use an appropriate tone. Has difficulty judging what information should be communicated. Does not always listen to others. Rarely elicits feedback. 
Unable to express facts and ideas clearly. This limits credibility. Often uses an inappropriate tone. Exercises poor judgment in determining information to share with others. Unwilling to listen to others or accept feedback. 	
Technical Skills
Possesses the know-how and knowledge required to perform essential responsibilities in an efficient and effective manner. Demonstrates the willingness and ability to train or coach others in the technical arena.
Employee
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Has expert level technical skills and knowledge. 
Has strong technical skills and knowledge. 	
Has sufficient technical skills and knowledge to perform the job competently. 
Acquiring the technical skills and knowledge needed to perform the job competently. Will benefit from further training. 
Does not possess the technical skills and knowledge needed to perform the job competently. 
Relational Skills
Shows genuine sensitivity to the needs, feelings and capabilities of other people. Deals with others in a professional manner. Treats others with respect and consideration.
Employee
Selection
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Excellent interpersonal skills. Always deals with others in a pleasant and respectful manner. Displays sensitivity to the needs and concerns of others. 
Very good interpersonal skills. Deals with others in a pleasant and respectful manner. Displays sensitivity to the needs and concerns of others. 
Good interpersonal skills. Usually deals with others in a pleasant and respectful manner. Considers the needs and concerns of others. 
At times, needs to be more sensitive to the needs, feelings, and capabilities of others. Has not always dealt with others in a pleasant and respectful manner. 
Does not display good interpersonal skills, and often treats others with a lack of respect.
Learning and Development
Makes it a practice to take charge of self-development by soliciting feedback, setting priorities, and then acquiring or strengthening skills and knowledge through coursework or other methods.
Employee
Selection
Rater
Selection
Consistently works toward self-development, and takes advantage of available educational opportunities. Frequently identifies areas for improvement or development, and proposes plans for development. 
Takes some time to work toward self-development, and has taken advantage of available educational opportunities. Regularly identifies areas for improvement or development, and proposes plans for development. 
On occasion, has taken time to work toward self-development, and has taken advantage of some educational opportunities. With assistance, has identified areas for improvement. Participates in planning development activities. 
Does not work independently toward self-development. Rarely takes advantage of educational opportunities. Takes little interest in identifying areas for improvement or planning development activities. 
Does not appear to have an interest in self-development or educational opportunities. Has not identified areas for improvement or considered development opportunities. 
PART III: PERFORMANCE OBJECTIVE RESULTS (To be completed at end of the cycle)
Instructions:This section is completed at the end of the performance cycle.  See "Employee Narrative" and "Rater Narrative" for specific instructions.
PART IV:  STRENGTHS
Employee (E) highlights his/her strengths over evaluation cycle.  Then, immediate supervisor (rater) highlights employee’s strengths.  This recognizes the employee’s knowledge, skills and behaviors that positively contribute to department's success.  It also helps ensure self reflection and the positive behavior continues going forward.
PART V: REMEDIAL STRATEGIES
Employee (E) makes suggestions for possible changes he/she will make to improve in any deficient areas.  Immediate supervisor (rater - R) then makes specific recommendations designed to identify strategies to correct performance problems/issues.
PART VI: PROFESSIONAL GROWTH PLAN
Employee (E) makes suggestions on strategies to further enhance his/her professional growth.  Then, immediate supervisor (rater - R) makes specific recommendations designed to identify strategies to further enhance the manager’s current competencies that would help with their professional growth.  See bottom of form for suggested "Possible Professional Growth Plan Strategies"
PART VII: OVERALL PERFORMANCE SUMMARY AND RATING
Immediate supervisor (rater) provides a narrative summary of the manager’s performance over the immediate past cycle along with an overall official rating.(OPTIONAL) If a supervisor strongly feels he/she wants to communicate to the employee that his/her overall rating is between two ratings (i.e. between "Highly Effective" and "Exemplary") a numerical score rounded to the nearest tenth can be included (i.e. 4.4) instead.  All scores, however, will be truncated when reported. 
PART VIII: SIGNATURES
Immediate supervisor (rater), reviewer (rater's supervisor), and employee sign the document at the end of the assessment phase of the cycle.The employee is only attesting to having been afforded the opportunity to review the evaluation and discuss the evaluations the immediate supervisor.  The manager’s signature does not necessarily indicate that the manager agrees with the superior’s measurement of the manager’s performance.  Employee comments are optional. 
General Instructions
This instrument is to be used for initial, annual and special performance evaluations for University Non-represented employees (Managers) only.  It is intended to help facilitate dialogue about an employee's performance during the planning phase, throughout the evaluation cycle (including the mid-cycle update) and during the year-end review.
Initial evaluations should occur six months into an employee's employment with the University.  
Special evaluations may occur as determined by the employee's immediate supervisor but may be used to evaluate performance six months after a change in responsibilities or as a remedial tool when (s)he is experiencing performance problems.
Annual evaluation cycle typically is from July 1 of one year through May or June of the following year. Specific time frames will be communicated each year.
Part I should be completed within 30 days of an employee's hire or within 30 days after the beginning of each new annual performance cycle.
Employee completes self-evaluation portions in Part II through VI at the evaluation phase (or at the end of probationary period).  Rater may change his or her ratings after taking into consideration the employee's self-evaluation and comments, and/or after discussion with the employee about the year's progress.  Ultimately, the rater's scoring is final. 
Rater assigns rating for each individual performance objective in Part III; and provides narratives on employee's Strengths (Part IV), Remedial Strategies (V), and Professional Growth Plan (Part VI).  Rater provides an overall performance summary and assigns an overall rating (Part VII) 
Performance objectives and performance factors may be weighted at the rater's discretion.   
OUTCOME / PERFORMANCE RATINGS
Level 5 - EXEMPLARY
Outcomes/performance significantly and consistently exceeded expectations in all key areas of responsibility, and the quality of work was exceptional. At least one outcome had a measurable impact on departmental, divisional, and/or university success. This rating is achievable by any employee though given infrequently. 
Level 4 - HIGHLY EFFECTIVE
Outcomes/performance consistently exceeded expectations in all key areas of responsibility, and the quality of work overall was excellent. All critical annual goals were achieved. 
Level 3 - EFFECTIVE
Outcomes/performance consistently met expectations in all key areas of responsibility, and at times, exceeded expectations. Overall quality of work was good or very good.  The most critical annual goals were achieved. 
Level 2 - INCONSISTENT
Outcomes/performance did not consistently meet expectations  - performance failed to meet expectations in one or more key areas of responsibility, and/or one or more of the most critical goals were not met.  The “Remedial Strategies” section of this document must be completed and a Performance Development Plan (PDP) may be implemented with Human Resources when a performance factor, objective, or overall rating of “Inconsistent” is given.  Failure to make measurable progress within a reasonable time frame could lead to disciplinary action.
Level 1 - UNSATISFACTORY
Outcomes/performance was consistently below expectations in most key areas of responsibility, and/or reasonable progress toward critical goals was not made.  Employee showed either unwillingness or an inability to improve.  Unacceptable performance and/or unfulfilled goals negatively impacted the success of the department, division, and/or university. The “Remedial Strategies” section of this document must be completed and a Performance Development Plan (PDP) must be implemented with Human Resources when a performance factor, objective, or overall rating of “Unsatisfactory” is given.  Failure to make measurable progress within a reasonable time frame will lead to disciplinary action.
POSSIBLE PROFESSIONAL GROWTH PLAN STRATEGIES
A Professional Growth Plan is created by the rater working closely with the employee to document the goals, required skills development, and objectives the employee will need to accomplish in order to support continuous improvement and/or career development. Suggested professional growth activities include:
EXPAND ACCOUNTABILITIES: Expand the employee's job content to include a wider variety of tasks, risk taking opportunities, greater responsibility and/or authority.  Ensure different types of tasks and levels of responsibility are needed, not just more work in the same task.
ATTENDANCE AND INVOLVEMENT IN DEPARTMENT, DIVISION, STAFF OR OTHER SPECIALLY DESIGNATED MEETINGS: Select meeting(s) which will provide the employee with new or expanded knowledge and exposure. Pre-plan employee's involvement in the meeting and determine the expected outcome.
SPECIAL TEAM PROJECTS OR INDIVIDUAL ASSIGNMENTS: Place employee in a group problem-solving situation to develop his/her skills in working with others. Place employee in a group with representatives from various parts of the organization to develop the participant's knowledge and understanding of the organization. Select problem area that requires increased analytical ability, improved judgment, knowledge of organization and/or decision-making skills.
LATERAL TRANSFER: Transfer employee to another job at the same position level to broaden his/her knowledge and experience as well as develop an appreciation for viewpoints and interrelationships of various groups within organization.
UNDERSTUDY TRAINING: Prepare employee to assume the responsibility of his or her supervisor either as a substitute or as a replacement. Provide opportunity to observe and be involved in the day-to-day responsibility of the supervisor's job.
VACATION OR REPLACEMENT ASSIGNMENTS: Assign employee to responsibilities of his/her supervisor when supervisor is on vacation or extended travel.
ON-THE-JOB COACHING AND FEEDBACK COUNSELING: Provide skill and knowledge by answering questions, reviewing work, discussing progress and providing general direction. Work through actual problems in order to share insight and problem solving strategies.
FORMAL PRESENTATION OPPORTUNITIES: Assign presentation that will give manager an opportunity to develop planning and organization skills as well as effectiveness in speaking.
PLANNED EXPOSURE TO ANOTHER FUNCTION: Expose employee to lateral job functions either on a project or observation basis;  identify and plan the expected outcomes.
LEARNING: Recommend and/or enroll employee in applicable in-house programs/courses offered by WCU's Office of Training and Organizational Development. Recommend and/or enroll employee in applicable external programs/courses offered by a reputable third party Training provider. Recommend and/or enroll manager in applicable home study, university or certificate program that will further enhance or develop new knowledge and skills. Recommend readings in specialized fields (i.e. Technical books, trade journals, management/leadership literature, etc.). Encourage manager to check out books, tapes, videos and journals from the internet and/or OD/department/university/local libraries.
MENTORING, MODELING AND ROLE PLAYING: Share your experience, knowledge and ideas on specific topics with the employee in order to encourage him/her to try new approaches to solving problems. Demonstrate to the staff member the appropriate behavior in a specific situation (e.g. evaluation discussions). Allow the staff member to practice the demonstrated behaviors.
ACTIVE PARTICIPATION IN COMMUNITY AND CIVIC AFFAIRS: Encourage employee to become involved in community organizations in order to develop leadership ability, skills in planning and organizing, problem-solving ability and community awareness.
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