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Performance Management Cycle
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Set Performance 
Expectations & Goals

Performance Check-Ins
Review Performance

Communication
& Feedback

• Review Job Description
• Agree on performance goals & expectations
• Agree on training & development needs

• Monitor performance
• Recognize positive results
• Provide ongoing feedback/coaching
• Identify additional training needs

• Close-out performance evaluations
• Assess performance & development

against goals & expectations
• Recognize positive results
• Start planning new performance

goals & expectations



New PDP Process

What’s the point?

 It’s required

 Feedback

 Better metrics

 Supervisor/employee may not know everything

Simplified and standardized

 Doing what you’re supposed to do – it’s a plan

 Emphasis on ongoing communication, clarity

 Cultural shift - expecting high performance
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PDP Process Steps

1. Unit PDP practices communicated

2. Supervisor establishes PDP schedule for team

3. Supervisor develops PDP form

4. Employee self-evaluates 

5. Supervisor provides employee with draft PDP

6. Employee and supervisor meet to review
 Goals, expectations

 Current performance ratings

 Discuss and further develop plan for next performance period

7. Finalize PDP, sign – next steps
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PDP Meeting Protocol

Be prepared - docs and ducks in a row

Be honest - work together

Supervisors guide a conversation, not control a discussion

Identify and discuss what…

 Supervisor will do to help the plan succeed

 Employee needs from the supervisor

Next steps

 Incorporate new information

 Develop a plan to address
 Resources – time, money

 Employee needs and  team equity

 Alignment 7



3 Point Rating Scale

Meets Expectations
Performance fully meets job requirements and expectations on 
a consistent basis.  Performs tasks/functions and meets 
performance factors:

• performs and sustains the function at a high quality level 

• in alignment with strategic goals

• initiates and/or volunteers

• consistent, thorough, timely
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 Exceeds Expectations
Performance consistently exceeds requirements, reaching a very high level 
found only in a small percentage of people; with minimum supervision or 
directions, achievements are well beyond those expected at this level. Has a 
unique, positive, and outstanding impact on the organization.

Qualifies for recognition, reward and active

measures to retain and/or advance this employee

 Needs Improvement
Performance sometimes meets requirements, but not consistently; 
improvement necessary.  Unsatisfactory; consistently failed to meet the 
performance expectations for this factor(s)

Qualifies for immediate follow-through, feedback, 

coaching, possible corrective action; supervisor provides                                              
timely, specific documentation and appropriate planning

19


