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| Current Stat of Performance Management
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Planning and evaluation not clearly aligned with K-State's goals.
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Multiple performance instruments used across the university.
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Performance Management January 2025
‘ All staff performance management process.

-l ‘ CIearIy defined process through ongoing training, tools, and resources.
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Annual Performance Lifecycle

ﬂﬁ Employee Performance Planning
January 1 through February 28
R ORE b
o Mid-Period Check-In
April 1 through June 30

& L\ - /

End-of-Year Performance Period Review

November 1 through January 31



Key Performance Components

&

Success In Modeling Demonstrating K-
Accomplishing K-State’s Values State’s Standards
Core of Excellence

Responsibilities
And Objectives

>

Achieving
Professional
Development
Objectives



Standardized
Performance
Levels



Performance Level Definition

Served as a role model this year by
consistently and significantly going above
and beyond what would be considered
successful performance. Achieved successful
performance in the core responsibilities of
the position, accomplished objectives, and
exemplified K-State’s Values and Standards
of Excellence.

Distinguished
Performance This Year

Achieved successful performance in the core responsibilities of the position.
Successful Performance This Year Accomplished all or most position objectives and demonstrated K-State’s values
and standards of excellence.

Inconsistently met expectations for core responsibilities/objectives and/or
demonstrating K-State’s values and standards of excellence. Addressing
identified performance gaps should increase success in fully meeting
performance standards in the year ahead.

Variable Performance This Year

Overall performance fell well below K-State’s standards this year. Addressing
Significant Performance Gaps This Year identified gaps in core responsibilities and/or demonstrating K-State’s values and
standards of excellence must be an urgent priority.

KANSAS STATE
UNIVERSITY




Performance Level

Distinguished Performance This Year

Definition

Served as a role model this year by consistently and significantly going above and
beyond what would be considered successful performance. Achieved successful
performance in the core responsibilities of the position, accomplished objectives,
and exemplified K-State’s Values and Standards of Excellence.

Successful
Performance This
Year

Achieved successful performance in the
core responsibilities of the position.
Accomplished all or most position
objectives and demonstrated K-State’s
values and standards of excellence.

Variable Performance This Year

Significant Performance Gaps This Year

Inconsistently met expectations for core responsibilities/objectives and/or
demonstrating K-State’s values and standards of excellence. Addressing
identified performance gaps should increase success in fully meeting
performance standards in the year ahead.

Overall performance fell well below K-State’s standards this year. Addressing
identified gaps in core responsibilities and/or demonstrating K-State’s values and
standards of excellence must be an urgent priority.

KANSAS STATE
UNIVERSITY




Performance Level

Definition

Distinguished Performance This Year

Successful Performance This Year

Served as a role model this year by consistently and significantly going above and
beyond what would be considered successful performance. Achieved successful
performance in the core responsibilities of the position, accomplished objectives,
and exemplified K-State’s Values and Standards of Excellence.

Achieved successful performance in the core responsibilities of the position.
Accomplished all or most position objectives and demonstrated K-State’s values
and standards of excellence.

Variable Performance
This Year

Inconsistently met expectations for core
responsibilities/objectives and/or
demonstrating K-State’s values and
standards of excellence. Addressing
identified performance gaps should increase
success in fully meeting performance
standards in the year ahead.

Significant Performance Gaps This Year

Overall performance fell well below K-State’s standards this year. Addressing
identified gaps in core responsibilities and/or demonstrating K-State’s values and

standards of excellence must be an urgent priority. KANSAS STATE
UNIVERSITY




Performance Level

Distinguished Performance This Year

Successful Performance This Year

Variable Performance This Year

Definition

Served as a role model this year by consistently and significantly going above and
beyond what would be considered successful performance. Achieved successful
performance in the core responsibilities of the position, accomplished objectives,
and exemplified K-State’s Values and Standards of Excellence.

Achieved successful performance in the core responsibilities of the position.
Accomplished all or most position objectives and demonstrated K-State’s values
and standards of excellence.

Inconsistently met expectations for core responsibilities/objectives and/or
demonstrating K-State’s values and standards of excellence. Addressing
identified performance gaps should increase success in fully meeting
performance standards in the year ahead.

Significant Performance
Gaps This Year

Overall performance fell well below K-State’s
standards this year. Addressing identified
gaps in core responsibilities and/or
demonstrating K-State’s values and
standards of excellence must be an urgent
priority.

KANSAS STATE
UNIVERSITY




6 Steps

in the
Performance
Management
Lifecycle

[

@

1 Performance Planning (January 1-February 28)
I
2 Ongoing Coaching & Feedback
|
3 Mid-Period Check-In (April 1-June 30)
|
4 Employee Self-Reflection (November 1- November 30)
|
5 Supervisor Assessment (November 1-January 31)
|

6 Supervisor and Employee Conversation (November 1-January 31)
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1 Performance Planning

[

Step 1: Performance Planning
January 1 - February 28

Complete Employee Performance Plan

v" Core Responsibilities/Objectives
v Professional Development Interests and Plans

v' Demonstrating K-State’s Standards of
Excellence

v" Modeling K-State Values

v" Acknowledgement

KANSAS STATE
UNIVERSITY




1 Performance Planning

[

Employee Name: Employee ID: Position Title: Planning Period:

Employee Performance Plan

The Employee Performance Plan serves as your performance roadmap for the established review
period. It will be reviewed at the midpoint and more formally at the end of the review
performance period. Employees and supervisors should work together to craft the employee
performance plan.

Core Responsibilities/Objectives

In addition to performing the position responsibilities, areas of focus will be identified for this
performance period. Use this section to describe up to five key responsibilities or objectives for
the year using the SMART framework that calls for describing plans in ways that are Specific,
Measurable, Achievable, Realistic, and Time-based.

My Core Respon s/Objectives

Responsibilities/Objectives How Success Will Be Measured

Professional Develop | and Plans
Use this section to describe your interests in learning and growing your skilsets during this

performance period. This may include special projects, training classes, obtaining  certification,
et

Professional Development Interests This Year

Demonstrating K-State’s Standards of Excellence

Review the beh ted with K-State's Standards of Excell d acknowledge that
you understand them,

Standards of Excellence

Honors and assumes resp for delivering results
that are aligned with K-State’s high standards
Adaptability: Adjusts to situations and conditions that require changes in responsibiltes, ways
of working, or interacting
Commitment to Continuous Improvement: s receptive to feedback and looks for ways to do
things more effectively or efficiently

Effective C ion: Listens for in a positive and respectful

manner, and shares information with those who need to know it
Job Knowledge: Demonstrates the knowledge and skill necessary to perform effectively,

processes in area of responsibility

Judgment: Makes wise choices and thoughtful decisions by collecting information and

considering the implications of potential options
ice Orientation: Delivers high-quality programs and/or services by listening well,

demonstrating empathy, being responsive, and enqaging in creative problem solving

Teamwork: Creates a positive and productive work culture and supports the success of all

members of the workgrou

‘Additional Workgroup-Specific Standards
rds in your work unit that
i

understands the expectations of the job, and stays current with new technologies, methods, and

Modeling K-State’s Values

Review the behaviors associated with K-State's Values and acknowledge that you understand

_______________ Ksttesvalues _______________]
Connection
Cultivates trust and builds relationships

Does the right thing even when itis hard or unpopular

Impact
Continually seeks to make K-State a stronger university

Learner-Focused

Contributes to an exceptional experience for K-State’s students and others who leam
from the University's programs and services
People-Centered
Champions a culture of belonging for all
Stewardship
Uses K-State's resources wisely

Acknowledgment

1 am committed to the following during this review period:
= Performing the duties outlined in my position description.
« Working toward achieving the responsibiliies and objectives outlined in my annual
performance plan.
« Demonstrating K-State's Standards of Excellence in my daily work and interpersonal
interactions.
« Modeling K-State's values.

Employee signature Date

1 am committed to serving as a guide and mentor in my role as supervisor; | will support this
plan to the best of my ability; and I will provide honest feedback and encouragement
throughout the review period.

Supervisor signature. Date

KANSsAs STATE
UNIVERSITY s

KANSAS STATE
UNIVERSITY




1 Performance Planning

”

Professional Development Interests and Plans

Use this section to describe your interests in learning and growing your skillsets during this
performance period. This may include special projects, training classes, obtaining a certification,
etc.

My Professional Development Interests This Year

Demonstrating K-State’s Standards of Excellence

Review the behaviors associated with K-State’s Standards of Excellence and acknowledge that
you understand them.

Accountability: Honors commitments and assumes responsibility for delivering results
that are aligned with K-State’s high standards
Adaptability: Adjusts to situations and conditions that require changes in responsibilities, ways
of working, or interacting
Commitment to Continuous Improvement: Is receptive to feedback and looks for ways to do
things more effectively or efficiently
Effective Communication: Listens for understanding, communicates in a positive and respectful
manner, and shares information with those whe need to know it
Job Knowledge: Demonstrates the knowledge and skill necessary to perform effectively,
understands the expectations of the job, and stays current with new technologies, methods, and
processes in area of responsibility
Judgment: Makes wise choices and thoughtful decisions by collecting information and
considering the implications of potential options
Service Orientation: Delivers high-quality programs and/or services by listening well,
demonstrating empathy, being responsive, and engaging in creative problem solving
Teamwork: Creates a positive and productive work culture and supports the success of all
members of the workgroup

Additional Workgroup-Specific Standards

Use the space below to identify other established workgroup standards in your work unit that
employees are expected to demonstrate, if they exist.

KANsAs STATE

UNIVERSITY 2

Modeling K-State’s Values

Review the behaviors associated with K-State's Values and acknowledge that you understand

Cultivates trust and builds relationships
ourage
Does the right thing even when it is hard or unpopular

Impa
Continually seeks to make K-State a stronger university
Learner-Focused
Contributes to an exceptional experience for K-State's students and others who learm
from the University's programs and services
People-Centered
Champions a culture of belonging for all
Stewardshi
Uses K-State's resources wisely

Acknowledgment

1:am comitted to the following during this review period:
« Performing the duties outlined in my position description.
« Working toward achieving the responsibilities and objectives outlined in my annual
performance plan.
= Demonstrating K-State’s Standards of Excellence in my daily work and interpersonal
interactions
« Modeling K-State's values.

Employee signature Date

| am committed to serving as a guide and mentor in my role as supervisor; | will support this.
plan to the best of my ability; and I will provide honest feedback and encouragement
throughout the review period.

Supervisor signature Date

KANSsAs STATE
UNIVERSITY s

KANSAS STATE

UN
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1 Performance Planning

[

Modeling K-State’s Values

Review the behaviors associated with K-State’s Values and acknowledge that you understand
them.

Connection
Cultivates trust and builds relationships
Courage
Does the right thing even when it is hard or unpopular
Impact
Continually seeks to make K-State a stronger university
Learner-Focused
Contributes to an exceptional experience for K-State’s students and others who learn
from the University’s programs and services
People-Centered
Champions a culture of belonging for all
Stewardship
Uses K-State’s resources wisely

Acknowledgment

| am committed to the following during this review period:
« Performing the duties outlined in my position description.
+ Working toward achieving the responsibilities and objectives outlined in my annual
performance plan.
« Demonstrating K-State’s Standards of Excellence in my daily work and interpersonal
interactions.
+ Modeling K-State's values.

Employee signature Date
| am committed to serving as a guide and mentor in my role as supervisor; | will support this

plan to the best of my ability; and I will provide honest feedback and encouragement
throughout the review period.

Supervisor signature Date

KANsAS STATE
UNIVERSITY 5
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1 Performance Planning

|

Step 1: Performance Planning (anuary 1 -February 28)
SMART Core Responsibilities/Objectives

Specific: clearly define what you want to achieve

Measurable: establish criteria for tracking progress and
determining when the goal is achieved.

Achievable: ensure the goal is realistic and feasible given
available resources and constraints

elevant: align with the university’s mission and purpose

Time-bound: set a deadline or timeframe for achieving the

goal of accountability

KANSAS STATE
UNIVERSITY




1 Performance Planning

|

Step 1: Performance Planning (January 1 — February 28)
SMART Core Responsibilities/Objectives

Example:

“Offer excellent service experiences to students.”

KANSAS STATE

UNIVERSITY




1 Performance Planning

|

Step 1: Performance Planning vanuary 1-February 28)
SMART Core Responsibilities/Objectives

SMA"T Example:

“Reduce the average wait time for in-person inquiries by
25% within the next 4 months by introducing a
streamlined check-in process and increasing front desk
staffing during peak hours.”

KANSAS STATE
UNIVERSITY




1 Performance Planning

|

Step 1: Performance Planning
(January 1 — February 28)

My Professional Development Interests This Year

KANSAS STATE

UNIVERSITY




1 Performance Planning

|

Step 1: Performance Planning
(January 1 — February 28)

Demonstrating K-State’s Standards of Excellence

Commitment to

Accountability Adaptability Continuous Effect.|ve .
Communication
Improvement
Service
Job Knowledge Judgement Orientation Teamwork

KANSAS STATE
UNIVERSITY




Step 1: Performance Planning

(January 1 — February 28)

Demonstratmg K State’s Standards of Excellence

Commltment to
Accountability Adaptability Continuous

1 Performance Planning

[

J \\ J \\ J
( N\ 4 N\ ( \
Honors commitments and Adjusts to situations and .
-~ s . . Is receptive to feedback and looks
assumes responsibility for conditions that require changes in for wavs to do things more
delivering results that are aligned responsibilities, ways of working, effeczlivel or efficgientl
with K-State’s high standards. or interacting. v V-
. J \. J . J
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Demonstrating K-State’s Standards of Excellence

Effective
Communication

Listens for understanding,
communicates in a positive and
respectful manner, and shares

to know it.

\

information with those who need

Step 1: Performance Planning
(January 1 — February 28)

Job Knowledge

J

7

skill necessary to perform

effectively, understands the

J

current with new technologies,

responsibility.
.

Demonstrates the knowledge and

expectations of the job, and stays

methods, and processes in area of

N\

Judgment

J

. J

Makes wise choices and
thoughtful decisions by collecting
information and considering the
implications of potential options.

KANSAS STATE
UNIVERSITY
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Step 1: Performance Planning

(January 1 — February 28)

Demonstrating K-State’s Standards of Excellence

Delivers high-quality programs
and/or services by listening well,

demonstrating empathy, being
responsive, and engaging in
creative problem solving.

- \
Service
Orientation
. )

- \

4 N
Teamwork

\_ V,
4 N\

Creates a positive and productive
work culture and supports the

success of all members of the
workgroup.

KANSAS STATE
UNIVERSITY




Step 1

1 Performance Planning

|

: Performance Planning (anuary 1 - February 28)
ng K-State’s Values

Connection

Mode

Cultivates trust and builds relationships

Courage
Does the right thing even when it is hard or unpopular
Impact

Continually seeks to make K-State a stronger university

Learner-Focused

Contributesto an exceptional experience for K-State’s students and others who learn
from the University’s programs and services

.. ___________________________________________________________________________________________________________________________________________________________________4
People-Centered
Champions a culture of belonging for all

Stewardship

Uses K-State’s resources wisely
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"I 2 0ngoing Coaching & Feedback

Ongoing
Coaching

* Describe the coaching session

* Review recent performance areas
of strength and accomplishments

* |dentify areas for development

» Establish specific skills or
behaviors to focus on

* Develop an action plan
* Gain employee’s input

* Schedule follow-up meetings or
check-ins



3 Mid-Period Check-In




Step 3: Mid-Period Check-In
(April 1 = June 30)

Complete Mid-Period Check-In

v' Core Responsibilities/Objectives
v Professional Development Progress

v' Demonstrating K-State’s Standards of
Excellence

v" Modeling K-State Values
Mid-Period Performance Summary

AN

v Supervisor Comments

@ 3Mid-Period Check-In

KANSAS STATE
UNIVERSITY




@ 3 Mid-Period Check-In

Mid-Period Check-In

A Mid-Period Check-In is an opportunity to review progress to date and make adjustments to
plans and performance.

Core Responsibilities/Objectives

Referencing the core responsibilities/objectives established in the employee performance plan,
comment on progress made to date and whether changes are required. Explain any changes in
the comments below.

Professional Development Progress

Review progress to date in pursuing the professional development plans established at the
beginning of the performance period and document progress below.

Demonstrating K-State’s Standards of Excellence
Review K-5State’s Standards of Excellence and note whether they are being demonstrated as
expected. Refer to the definitions in the planning section of this document for context. If you
check "No” please provide feedback on how to achieve this standard.

Yes  No

Standard _Standard

; Ac'_cour]t'alo'.i.l'ily Ef_fecfive Ccﬁﬂmunica'ﬁ.ion | | S_ervice_o'r'i'e'nl'ation EE
Adaptability ||| 10b Knowledge [ | Teamwork
Commitment I:l Judgment Other as I:l
to Continuous - established by
Improvement work unit

Supervisor Commen
KANSAS STATE
UNIVERSITY 4

(April 1 - June 30)

Modeling K-State’s Values

Review K-State's Values and note whether they are being modeled as expected. Refer to the
Gefinitions in the planning section of tis document for cantext. I you check "o please
provide feedback on how to achieve this value.

Yes Mo Value
Connection [T impact

10
Courage I 1 tearner-Focusea

Supervisor Comments

ople Centered
[Stewardship

Mid-Period Performance Summa

Performance of position responsibilities s aligned with expectations.

All values are consistently demonstrated in line with expectations.
i standards are consistently inline

Supervisor Comments

[T}

Acknowledgment
This mig.year chack-in was completad thiough a collaborative dialogue between the supervisor
and the employee.

Supenisor signature Date

| acknowledge the feedback above.

Employee signature Date

Kansas State

NIvVERSITY 5

KANSAS STATE
UNIVERSITY




@ 3 Mid-Period Check-In

Modeling K-State’s Values

Review K-5tate's Values and note whether they are being modeled as expected. Refer to the
definitions in the planning section of this document for context. If you check "No”™ please
provide feedback on how to achieve this value.

; i fes alue Yes Value
Connection I T TTimpact [_I[reople-centerea [ TT 1
Courage | Learner-Focused || stewardenip ]

Mid-Period Performance Summaz

_‘F_‘erformam_e of position responsi bilities is aligned with expectations. )
Progress towards core responsibilities/objectives is aligned with expectations.

All values are consistently demonstrated in line with expectations.
All standards are consistently demanstrated in fine with expectations.

KANsAS STATE
UNIVERSITY s

(April 1 —June 30

Acknowledgment

Tis i year cheekcin pleted trough dialogue hetween
and the employee.

Supenvisor signature Date

lacknowledge the feedback above.

Employee signature Date

Kansas State

NivERSITY 5

KANSAS STATE

UNIVERSITY




@ 3 Mid-Period Check-In

Acknowledgment

This mid-year check-in was completed through a collaborative dialogue between the supervisor
and the employee.

Supervisor signature Date

| acknowledge the feedback above.

Employee signature Date

KANSAS STATE

UNIVERSITY

(April 1 - June 30)

KANSAS STATE

UNIVERSITY
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Step 4: Employee Self-Reflection

(November 1- November 30)

Employee Completes Self-Reflection

v’ Reflections on the Performance during the Review Period
Document achievements

Notes barriers that limit effectiveness or success
Comments on professional development efforts

Comments on the degree to which K-State’s Values and
Standards of Excellence were demonstrated while
performing the role

AN NN

““| 4 Employee Self-Reflection

r—

Eal N |

KANSAS STATE
UNIVERSITY




4 Employee Self-Reflection

o
o
3

KANsAs STATE

UNIVERSITY.

Employee Self-Reflection

The Employee Self-Reflection provides an opportunity for you to summarize your performance
over the review period. It is designed to ensure that your supervisor is aware of what you
achieved over the review period and to document the resources and support you need to be
successful. Please complete each section and submit this form to your supervisor as requested.

Name Employee 10 Position Title

Planning Period

Core Responsibilities and Objectives

At the beginning of the performance period, you worked with your supervisor to establish areas
of focus for the year. Use this section to share your accomplishments and to note any barriers

that made it difficult to make progress.

Responsibilities/Objectives
1. Responsibility/Objective:

2. Responsibility/Objective:

3. Responsibility/Objective:

4. Responsibility/Objective:

5. Responsibility/Objective:

Accomplishments and Barriers

KANSAS STATE
UNIVERSITY

November 1-November 30

Professional Development

You and your supervisor may have established a set of learning and professional development
plans for the performance period. Use this section to share your accomplishments and to note.
any barriers that made it difficult to make progress.

My Professional Dev

ment Acco

hments

Modeling K-State’s Values
Review K-State's Values and e@mples of how to model these values. In the space below provide
up 1o three examples of how you have modeled one or more o these values.

Connection: Cultvates trust and buids relationships
Courage: Does the ight thing even when it s hard or Unpopular
Impact Continualysesks to ke K-State a stranger university
ontrbutes or others whe learn
from the Unlversty's progeams and senices
People-Centerad: Champions a culure of belonging for all
Stewardship: Uses K Stae's resurces wisly

3 Examples of How You Modeled K-State’s Values
1
2
3

K aNsas STATE
UNIvERSITY

Demonstrating Standards of Excellence

g Standards of ou demonstrated each
standard. In the sp: ‘examples of how
standards.

consistently 1 inconsistently not sure
Standard of demonstrated _demonstrated _how to answer

Honors commitments and
assumes responsibilit for delivering results
that are aligned with K-State’s high standards
Adaptability: Adjusts to situations and
conditions that require changes in
respansibilities, ways of working or
interacting

Commitment to Continuous lmprovement
Is receptive to feedback and looks for ways to
do things more effectively or efficiently
Effective Communication: Listens for

oo

understanding, communicates in a positive
and respectful manner and shares
information with those who need to know it
Job Knowledge: Demanstrates the
knowledge and skill necessary to perform
effectively, understands the expectations of
the job and stays current with new
technologies, methods and processes in area
of responsibility

O O
O O
Ol O
O O

O

O
O
O

Judgment Makes wise choices and
thoughtful decisions by collecting
information and considering the implications
of potential options

O

Service Orientation: Delivers high-quality

programs and/or services by listening well,

Gemonsrstin eapaty,beinq responive ]
and engaging in creative prablem solving

Teamwork: Creates a positive and productive

wark culture and supports the success of all O
members of the workgroup

Other as established by work unit ||

Examples of How You Demonstrated K-State’s Standards

ogo| o | O
O

0o

KANSsAs STATE
UniveRsITY

KANSAS STATE

UNIVERSITY



4 Employee Self-Reflection

3

e November 1-November 30
¥ou and your supervisor may have established a set of learning and professional development

plans for the performance peried. Use this section to share your accomplishments and to note
any barriers that made it difficult to make progress.

My Professional Development Accomplishments D ing Standards of
9

Review the following Standardis of Excellence and nate how aften you demonstrated each

standard. In the space below ‘eamples of how . | .
standards Summary Comments for This Review Period
Use the space below to provide any adtional comments about your performance during the
| consistently linconsistently | am not sur e pLn
Standard of Excellonce demonstiated _demonstrated __how to answer
‘Accountability: Honors commitments and
assumes responsibilit for delivering results O O Strmaey Cosments

that are aligned with K-State's high standards
Adaptability: Adjusts to situations and

conditions that require changes in
- 3
Modeling K-State’s Values e o oo oo
Review K-State’s Values and examples of how to medel these values. In the space below provide S frwet et i 0O 0 0
Is receptive to feedback and looks for ways to.
up to three examples of how you have modeled one or more of these values. do things more effectively or efficiently Acknowledgment
Effective Communication: Listens for
understanding, communicates in a positive
o s s oo Sl
5 TSR information with those who need to know it
Connection: Cultivates trust and builds relationships SRR TR
i i knowledge and skil necessary to perform
Courage: Diges the right thing even when it is hard or unpopular il il O O O
Impact Continually seeks to make K-State a stronger university the ol and sy curen With new
technologies, methods and processes in area
Learner-Focused: Contributes ta an exceptional experience for K-State's Students and others who learn of responsibility
: 5 Judgment: Makes wise choices and
from the University's programs and services hashtl deelions by colleciig o o o
People-Centered: Champions a culture of belonging for all ’D""‘;;T:’:E ::‘:;::”*“”9 he kiplications
Stewardship: Uses K-State's resources wisely Service Orientation: Delivers high-quality
R . programs and/ar services by listening well, 0 0 0
demonstrating empathy, being responsive
and engaging in creative problem solving
3 Examples of How You Modeled K-State's Values Tesimwerk: Cristes s posltive aed productive
work culture and supports the success of all O O O
ik members of the workgroup
3 Other as established by work unit 1 = ‘_]
3
iples of How You Demonstrated K-State's Stand:
KANsAs STATE K ansas State

KANSAS STATE

UNIVERSITY

KANSAS STATE

UNIVERSITY




4 Employee Self-Reflection

o
o
3

Demonstrating Standards of Excellence

Review the following Standards of Excellence and note how often you demonstrated each
standard. In the space below provide a couple of examples of how you demonstrated these
standards,

| consistently | inconsistently | am not sure
Standard of Excellence demonstrated  demonstrated  how to answer
Accountability: Honors commitments and
assumes responsibility for delivering results D |

that are aligned with K-State's high standards |
Adaptability: Adjusts to situations and
conditions that require changes in
responsibilities, ways of working or

interacting

[« i to Conti Imp

Is receptive to feedback and looks for ways to
do things more effectively or efficiently

0| O

Effective Communication: Listens for
understanding, communicates in a positive
and respectful manner and shares
information with those who need to know it

B pEH @
B By 5 e

N

Job Knowledge: Demaonstrates the
knowledge and skill necessary to perform
effectively, understands the expectations of
the job and stays current with new
technologies, methods and processes in area
of responsibility

O
(|
O

Judgment: Makes wise choices and
thoughtful decisions by collecting
information and considering the implications
of potential options

O

Service Orientation: Delivers high-quality
programs and/or services by listening well,
demonstrating empathy, being responsive
and engaging in creative problem solving
Teamweork: Creates a positive and productive
work culture and supports the success of all
members of the workgroup

Other as established by work unit

. e E
jis| [5] SN
[l

0O

Examples of How You Demonstrated K-State's Standar

KANSAS STATE

UNIVERSITY

November 1-November 30

Summary Comments for This Review Period

Use the space p e your p
review period

Summary Comments

Acknowledgment

Employee signature Date

K ansas State

KANSAS STATE

UNIVERSITY
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4 Employee Self-Reflection

Summary Comments for This Review Period
: S

low to provide any additional comments about your performance during the

Acknowledgment

vvvvvvvvvv

November 1-November 30

KANSAS STATE
UNIVERSITY
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5 Supervisor Assessment

Step 5: The End-of-Year Review Assessment
(November 1-January 31%)

Supervisor Completes

Performance Period Review

v’ Core Responsibilities/Objectives

v" Achieving Professional Development Objectives
v' Modeling K-State’s Values

v' Demonstrating K-State’s Standards of Excellence

v Performance Level (4-Level Scale)
v' Summary Comments
v' Employee Acknowledgment



5 Supervisor Assessment

Performance Period Review ( N ove m be r 1_] a n u a ry 3 1St)

The performance period review process summarizes performance far the review period and
recognizes contributions that supported the University’s success.

|
Performance Indicators
) : X Core Responsibilities/Objectives D ing Standards of Excell
Overall performance is determined by reviewing: Use s section o review progeess and Use tis sectonto . dard
i , & ; — responaibiitegfobjecives duringths review perod. Alsc note any barers thatmade t diffcul i reiew pario.Refer 1 cafinfbons I planing secton of s docurment a5 eaded. For amy p——
» Employee's success in performing the position responsibilities o i progmss standards ratec lower than “successful demonstration” please provide the reasor for the rating ol

and ideas for improvement

* Employee's success in achieving core responsibilities/objectives

Significant

Summary Supervisor Comments
Distinguished _ Successful Variable  Gapsin This

» How K-State’s Values were modeled Demonstration _ Demonstration _ Demonstration __ Area
pro ) H = |
cy , Adaptabilty [
» How K-State's Standards of Excellence were demonstrated T | | i
P D p A i Mpoprepord Acknowled
If a set of learning and professional for this review period, Effective Communication |l T A
Performance levels 5ot ection o ote dany b3 tomake b oowiease e enployes
progress. Judgment
K-State has established four performance levels: SM:Q O‘,‘mmm‘ ] B e
e i T Supervsor signature
Significant Other as estabished by work a Eﬂ H E R i
= oz . - unit d feedb:
Distinguished Successful Variable Performance e
Performance Performance Performance Gaps Modeling K-State’s Values iR SaeRE.
Use this section to -State's Values the review period.
Served as a role model Achieved successful | Inconsistently met Overall performance Eizfarmdd;nnimsm thmngsxlmnDhmsdan;ﬂme‘r;;n:\E;deddfnrawyva\ueslmmv!han 1 have read this revi
please p 1 the rating an
this year by consistently | performance in the | expectations for core fell well below ——
= s s ek Exempiified  Consistently Inconsistently  Seldom . . . Employee signature
and significantly going core responsibilities | responsibilities/ K-State's standards this Value Modeled Modeled ___ Madeled Performance Summary for This Review Period
above and beyond what | of the position. objectives and/or this year. Addressing EZ::‘:;:“” H m = L Taking into sccount all specs,ofthe employe e b s pucforaocn I
and review, indicate  performance level for this review period, based on the levels an
would be considered Accomplished all or | demonstrating K-State’s | identified gaps in Impact H |H| ] definitions above
successful performance. | most position values and standards of | core responsibilities Lenrier Fxsed ] |
% People-Centered Successful Variable
Achieved successful objectives and excellence. Addressing | and/or Stewardstip H E} H Performance Performance
performance in the core | demonstrated identified performance | demonstrating
responsibilities of the K-values and gaps should increase K-State’s values and SuEciay Sapsnicar Comeents Performance Level for This Review Period:
position, accomplished standards of success in fully meeting | standards of
objectives, and excellence. performance standards | excellence must be
exemplified K-State's in the year ahead an urgent priority.
values and standards of KANSAS STATE Kansas State
iillo, DA & UNIVERSITY °

KANSAS STATE
UNIVERSITY 7

KANSAS STATE
UNIVERSITY




5 Supervisor Assessment

Core Responsibilities/Objectives

Use this section to review progress and accomplishments toward the established core
responsibilities/objectives during this review period. Also note any barriers that made it difficult
to make progress.

Summary Supervisor Comments

Professional Development Accomplishments

If a set of learning and professional development plans were established for this review period,
use this section to note accomplishments and any barriers that made it difficult to make
progress.

Summary Supervisor Comments

Modeling K-State’s Values

Use this section to summarize how K-State’s Values were modeled during the review period.
Refer to definitions in planning section of this document as needed. For any values lower than
“consistently modeled.” please provide the reason for the rating and ideas for improvement.

Exemplified Consistently  Inconsistently Seldom
this Value Modeled  Modeled Modeled

Connection
Courage

. i
Impact | i D | . .
Learner-Focused | l |_| ! - 1~
Stewardship | H ' B I H

-Pec:p\e—CenrerEd

isor Comments

KANSAS STATE

IVERSITY 8

(November 1-January 31%!)

D ing Standards of Excell

Use this section to summarize how K-State’s Standards of Excellence were demonstrated during
the review period. Refer to definitions in planning section of this document as needed. For any.

standards rated lower than “successful demonstration” please provide the reason for the rating

and ideas for improvement.

Significant
Distinguished _ Successful Narisble  Gaps inThis

P T H H

Adapabily [

Commitmentta Canimious | | | 0

Improvement

Effective Communication M| ]

Job Knowledge |

Judgment | ’j I

Saics OO I

Teanak T 1

e e |

Summary Supervisor Comments

Performance Summary for This Review Period

Taking into account all aspects of the employee's work, as documented in this performance plan
and review, indicate a performance level for this review period, based on the levels and
definitions above.

Successful Variable

Performance Performance Performance Performance Gaps

Performance Level for This Review Period:

Kansas State
GWivERSITY °

Summary Supervisor Comments

Use this section to provide additional overall
ibe areas for

Acknowledgment
This final leted through a collaborative dialogue between the supervisor and
the employee.

Supervisor signature Date

The next level manager has reviewed this document and does not have concers about the
contant and feedbad

Reviewer signature Date

1 have read this review document.

Employee signature Date

Employee Comments

Kansas State

UNTVERSITY ™

KANSAS STATE
UNIVERSITY




5 Supervisor Assessment

Demonstrating Standards of Excellence

UUse this section to summarize how K-State's Standards of Excellence were demonstrated during
the review peried. Refer to definitions in planning section of this document as needed. For any

standards rated lower than “successful demonstration” please provide the reason for the rating
and ideas for improvement.

Significant

Distinguished Successful Variable Gaps in This

Value Demonstration Dmumtrat'k Demonstration Area
Accountability i = i

Adaptability
“Commitment to Continuous [ ] |_]
Improvement

Effective Communication
Job Knowledge

Judgment

Service Orientation
Teamwork

Other as established by work

unit

Summary Supervisor Comments

I
OO OC

COC0) O
|

Performance Summary for This Review Period

Taking into account all aspects of the employee's work, as documented in this performance plan
and review, indicate a performance level for this review period, based on the levels and
definitions above.

Variable Significant
Performance Performance Gaps

Successful
Performance

Di quished

Performance

Performance Level for This Review Period:

KANSAS STATE
UNIVERSITY [+]

(November 1-January 31%!)

Summary Supervisor Comments

Use this section to provide additional comments on overall performance, acknowledae key

Acknowledgment
This final review leted through ive dialogue between the supe
the emplyee.

Supervisor signature Date

‘The next level manager has reviewed this document and does not have concems about the
content and feedbach

Reviewer signature Date

1 have read this review document.

Employee signature Date

Employee Comments

Kansas State

UNIVERSITY ™

KANSAS STATE
UNIVERSITY




5 Supervisor Assessment

(November 1-January 31%Y)

Use this section to provide additional comments on overall performance, acknowledge key
contributions and describe areas for further development.

Acknowledgment
This final review was completed through a collaborative dialogue between the supervisor and
the employee.

Supervisor signature Date

The next level manager has reviewed this document and does not have concerns about the
content and feedback.

Reviewer signature Date

| have read this review document

Employee signature Date

Employee Comments

Kansas STATE

UNIVERSITY 10

@ @ KANSAS STATE
UNIVERSITY
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6 Supervisor and Employee Conversation

4/ 4

g



E b Supervisor and Employee Conversation

Step 6: The End-of-the-Year Conversation
(November 1- January 31)

After the performance review period document is
complete and approved by the reviewer, the
supervisor and employee meet to:

v’ Review the supervisor’s assessment

v Address barriers/challenges that may be limiting
effectiveness

v’ Begin planning for the year ahead

rxarvonsoTATE
UNIVERSITY




Wware important

Employee Performance Plan
Coaching Form(s)
Mid-Period Check-In
Employee Self-Reflection
End-of-Year Review




Performance Management Website:

— Performance lifecycle and
important dates

T I
— Micro learning breaking down "= Ll"- "'-' y
each phase (coming soon)

e

— Supplemental forms

IIIIIIIIII



Charlotte Self, Director & ADA Coordinator
785-341-3214
charlott@ksu.edu

Maggi MB Denton, Assistant Director & Deputy ADA Coordinator
785-532-1877

mmbdenton@ksu.edu

Justin Wild, Senior Specialist
785-532-6229
justinwild@ksu.edu

Betsy Molinary, Senior Specialist

785-532-1878
betsymolinary@ksu.edu IF.?F?‘:SRSST.ATTE




