
Build & Sustain
The Next-Generation 

Land-Grant Workforce 
Human Resources

Employee Relations & Engagement



PARKING LOT
We anticipate excellent questions that will benefit 

#OneK-State



Current State of Performance Management 

Lacks consistency and institutional oversight.

Process not clearly defined or well understood.

Planning and evaluation not clearly aligned with K-State's goals.

Ratings are applied differently across the university.

Multiple performance instruments used across the university.



All staff performance management process.

Clearly defined process through ongoing training, tools, and resources.

Forms clearly align with K-State’s goals, mission, and values.

Performance levels apply to all staff across the university.

Unified performance planning and evaluation tools for all employees.

Performance Management January 2025



Agenda

Introduce the 
Performance 
Management 

Lifecycle

Review Key 
Performance 
Components

Introduce the 
Standardized 

Performance Levels

Present 
Performance 
Management 

Forms

Steps in 
Performance 

Lifecycle
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Resources



Annual Performance Lifecycle
Employee Performance Planning

January 1 through February 28

Mid-Period Check-In

April 1 through June 30

End-of-Year Performance Period Review

November 1 through January 31



Key Performance Components

Success In 
Accomplishing 

Core 
Responsibilities 
And Objectives

Modeling 

K-State’s Values

Demonstrating K-
State’s Standards 

of Excellence

Achieving 
Professional 

Development 
Objectives



Standardized 
Performance 
Levels



DefinitionPerformance Level
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. 
Accomplished all or most position objectives and demonstrated K-State’s values 
and standards of excellence.

Successful 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.

Variable Performance 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.

Significant Performance Gaps This Year
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DefinitionPerformance Level

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. 
Accomplished all or most position objectives and demonstrated K-State’s values 
and standards of excellence.

Successful 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.

Variable Performance 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.

Significant Performance 
Gaps This Year



6 Steps 
in the 

Performance 
Management 

Lifecycle

1 Performance Planning (January 1-February 28) 

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)





Complete Employee Performance Plan 
 Core Responsibilities/Objectives
 Professional Development Interests and Plans
 Demonstrating K-State’s Standards of 

Excellence
 Modeling K-State Values
 Acknowledgement 

Step 1: Performance Planning 
January 1 – February 28









Step 1: Performance Planning

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

Relevant: align with the university’s mission and purpose

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

(January 1 – February 28)

SMART Core Responsibilities/Objectives



Step 1: Performance Planning

Example:

“Offer excellent service experiences to students.”

SMART Core Responsibilities/Objectives
(January 1 – February 28)



Step 1: Performance Planning

SMART 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.”

SMART Core Responsibilities/Objectives
(January 1 – February 28)



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

My Professional Development Interests This Year



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

Demonstrating K-State’s Standards of Excellence

Accountability Adaptability
Commitment to 

Continuous 
Improvement

Effective 
Communication

Job Knowledge Judgement Service 
Orientation Teamwork



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

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.

Communication

Demonstrating K-State’s Standards of Excellence



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

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 who 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.

Demonstrating K-State’s Standards of Excellence



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

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.

Demonstrating K-State’s Standards of Excellence



Step 1: Performance Planning (January 1 – February 28)
Modeling K-State’s Values





Step 2: Ongoing
Coaching
Complete Coaching Form(s) as needed
• Describe the coaching session
• Review recent performance areas 

of strength and accomplishments
• Identify 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





Complete Mid-Period Check-In
 Core Responsibilities/Objectives
 Professional Development Progress
 Demonstrating K-State’s Standards of 

Excellence
 Modeling K-State Values
 Mid-Period Performance Summary
 Supervisor Comments

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



(April 1 – June 30)



(April 1 – June 30)



(April 1 – June 30)





Employee Completes Self-Reflection
 Reflections on the Performance during the Review Period
 Document achievements 
 Notes barriers that limit effecƟveness 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

Step 4: Employee Self-Reflection 
(November 1- November 30)



November 1-November 30



November 1-November 30



November 1-November 30



November 1-November 30





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

Supervisor Completes 
Performance Period Review
 Core Responsibilities/Objectives
 Achieving Professional Development Objectives
 Modeling K-State’s Values
 Demonstrating K-State’s Standards of Excellence
 Performance Level (4-Level Scale)
 Summary Comments
 Employee Acknowledgment 



(November 1-January 31st)



(November 1-January 31st)



(November 1-January 31st)



(November 1-January 31st)





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:
 Review the supervisor’s assessment
 Address barriers/challenges that may be limiting 

effectiveness
 Begin planning for the year ahead



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



Performance Management Website:



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


