SCHOOL OF MEDICINE
PERFORMANCE MANAGEMENT EMPLOYEE GUIDE
The Performance Management Cycle:  A Joint Effort Between Supervisor and Employee
There are three phases that make up the performance cycle:
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Phase I:

Goal Setting & Development Planning
Performance planning is the first and central phase of performance management.  It occurs at the beginning of the performance cycle when supervisor and employee decide together what the employee will accomplish during the performance cycle, usually a year.

The planning session can be a highly productive conversation, focused on future accomplishments, and clarifying how performance will be assessed.

The performance plan that results from this process becomes the foundation for continuing communication throughout the performance cycle, and for assessment and rating at the end of the year.  The plan is developed from both the job description and the current needs of the work group.

Identifying goals and specific job duties are essential elements of a performance plan.   In performance management, three types of goals/expectations work together to form performance expectations for any employee.


Job goals with accompanying performance standards

Training and development goals


Expectations related to policies and practices

Performance planning is complete when supervisor and employee have reviewed the goals and expectations established in these categories, and they present a clear picture of what the employee will be doing during the performance cycle.
Phase II:

Mid-Year Check-In
Mid-Year Check-In is the second phase of performance management.  Employees are encouraged to have on-going communications throughout the year with their supervisors.  Clear communication between supervisor and employee is key to the success of the performance management cycle.  During this cycle it is recommended that there be one scheduled meeting organized mid-way through the cycle to review how the employee is doing with the goals and competencies that were established in phase I.

Phase III:

Year-End Review
In assessment and rating, the third phase of performance management, supervisors meet with employees in a joint process to review the employee’s success in carrying out the performance plan during the entire performance cycle.  This is typically known as year-end review or the annual performance appraisal.

In completing the annual performance appraisal, here are some steps to consider.  The annual performance appraisal should be a mutual effort by the employee and supervisor, with the supervisor guiding and managing the process.

Training and Development Goals

Stanford 3E Model of Development

People learn from all types of experience 
Stanford’s 3E Model of Development is based upon research that indicates that people learn in their work environments in different ways.  Once an individual recognizes what learning he/she would benefit from, and has the motivation to work on it:

· Development throughout your career will come about 70% from on the job experiences, 20% from feedback, and 10% from courses and reading. 
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“Developmental opportunities work best when orchestrated together. Alone, they are single instruments." 

3 levels of opportunities 

The 3E model provides these opportunities at three levels:
· On the job learning -- Experience

· Exposure through targeted inputs and coaching/feedback – Exposure

· Formal training or reading - Education

Experience: Learning acquired by demonstrating the knowledge, skills, attitudes and behaviors in on-the-job situations with real performance consequences. The output of the activity is measurable. Learning by doing.

Education: Any formal learning focused on acquiring content or process knowledge, where learning objectives have been established and published. This knowledge is acquired in activities or exercises led by an instructor in a classroom or on the web, or self-paced via the web or other means.  Learning via classes.

Exposure: Any activities that provide fresh personal insights and 360 visibility to current job and future development opportunities through learning from others, experiencing multiple points of view, interactions with peers, management, and subject matter experts, observations, or personal investigation.  Learning from others.

Development:  the time to discuss training and development needs for the current job, as well as career development and goals.

Training-on-the-job, courses, conferences, other


Career growth
Additional resources are located at https://cardinalatwork.stanford.edu. 
Why Are Performance Appraisals Important?

Employees need to know what is expected, how they will be held accountable for job performance, and how well they are doing.
Performance appraisals are used for salary recommendations.
A performance appraisal provides clarification on how the employee’s roles and responsibilities fit in with coworkers, with the department/unit, and connects his/her work with the value and mission of the School of Medicine.
Performance appraisals help to foster communication between the employee and the supervisor.
Performance management and feedback can be motivating for employees and provides recognition for job performance.

Performance appraisals provide employees and supervisors a method to prevent problems from occurring or to identify problem areas, determine the causes, and take action to eliminate them.
Employee Guide – Performance Management
These Guidelines will promote collaborative and constructive discussions.

	Guideline:
	Means:

	

	Speak up! Share your point of view.


	
	Give attention to your positive performance.

	
	Don’t avoid the subject of improvement needs. Be direct.

	
	Look for opportunities to build your capabilities.

	
	Maintain appropriate conduct. Ask questions and listen well.


Preparing for the Performance Discussion
For the performance appraisal to fulfill its purpose, the employee’s participation is critical:
· Be prepared

· Understand your job description

· Be specific with your goals

· Listen to your supervisor’s point of view

· Be prepared with accomplishments and performance you want included in your review

In preparing to participate in the process, consider your job and your performance with the following questions in mind.  See the School of Medicine Self-Appraisal form also.
1. In which area of the job have you done especially well during the time period being reviewed?  What helped you to do well?

2. In which areas would you like to make improvements?  How could this be done?

3. How has your supervisor influenced your effectiveness and job satisfaction?  What could he/she do to provide guidance and assistance to you?

4. What changes in your job duties, procedures, or interpersonal communication would you suggest to improve your performance?  To increase your effectiveness on your job?  To provide you with greater job satisfaction?
Give some thought to the purpose of performance communication.  Use it as a means to learn from the past, plan for the future, and improve effectiveness and work satisfaction.  Think about performance appraisals with the following in mind:
· The process is designed to help rather than hinder your job performance, to acknowledge your work, to motivate, and to plan for the next cycle
· It should not be limited to your supervisor’s judgment; you should participate and exchange your views; view the process as a partnership
· Focus on accomplishments, successes, and improvement

· Expect that any problems which were identified by your supervisor during the mid-year phase will be addressed.
When There Is Disagreement
· Present facts you think your supervisor may not remember, or that he/she may not have known about

· Try to provide examples to support your own judgment

· Request that your supervisor consider changing the evaluation once he/she considers your input

· Remember there may not be complete agreement

SMART GOALS

Specific


Focused, clearly defined, clear understanding

Measurable

Quantifiable, resources used to get the result

Achievable

Authority or control to reach the goal

Relevant/Realistic
Supportive of Supervisor’s goals, aligned with unit goals and/or strategic objectives

Time Frame

Specific date, calendar milestones

SMART Goal Template

(Action)   (Specific focus) (Measure/s)

By (date/time); as a result (refer to what is impacted/show relevance)
Examples:
INCOMPLETE GOAL




SMART GOAL

	Job Goal

Convert all personnel records to efiles


	Job Goal

Upload active employee’s paper personnel records into Nolij (the University’s official electronic filing system) by February 2016.  Audit files to ensure accuracy of upload and indexing. (ongoing).

	Job Goal

Process Faculty appointments in a timely manner.  Enter historical information into database.


	Update FAST TRACK system so that all current and historical faculty information is in the system by March 2015.  Run monthly reports to review accuracy of data.  

	Development Goal

Become efficient with the computer
	Enroll in and complete the following computer classes offered by Stanford’s IT department:

a).  Microsoft Outlook

b).  Zimbra Calendar

c).  Microsoft Word

Classes are to be completed by May 31, 2015

	Development Goal

Take classes on customer service
	Attend the following classes being offered by Stanford’s Learning and Organizational Effectiveness:

a). Customer Service Strategies
b). Workplace Writing Skills Workshop
c). Successfully Working with Faculty
Complete these classes before January 2016 to increase knowledge in working with different customer groups.











Participate in the Conversation











Celebrate Success














Be Honest about


 Improvement Areas

















Invest in your own Development














Manage Disagreements          with Respect
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