MAT Performance Appraisal

Advisory Team
April 20, 2009

9:00 – 11:00 a.m.

Room 411

MINUTES

A. Welcome 

B. Review Minutes from March-approved with no edits
C. Review Agenda and Expected Meeting Outcomes

Plan ( Design ( Build ( Implementation ( Evaluate – Consequences

D.  Project Update




 -Training and Testing 

*Feedback from those who have started using the new tool:

· Great benefit that employee can do self evaluation and add comments even if the manager does not complete the evaluation. 

· Manager just needs to set up criteria. (Manager can even just create the generic template without adding any additional criteria). 

· Gives us additional opportunities to train managers and teach them how to set up criteria and goals for their employees.

*Custom introduction text has been added to first page of tool.

*Next Steps - timeline extended to May 1st .  Once plan is presented to CEC the remaining timeline activities can continue.

F. Editing Competencies/Behavior Indicators

The team reviewed the remaining competencies and made revisions and deletions to the competency definitions and behavior indicators. Below are the results of the edits:

	3
	Facilitating (Fostering Teamwork): The ability to balance the personal and professional needs with work group needs in order to create and maintain a cohesive work group climate while achieving group goals and objectives.

	
	Behaviors for Team Members:

	3a
	Listens and responds constructively to other team members’ ideas

	3b
	Offers support for others’ ideas and proposals

	3c
	Is open with other team members about his/her concerns

	3f
	Gives honest and constructive feedback to other team members (e.g., by emphasizing points of agreement, suggesting alternatives that may be acceptable to the group)

	3h
	Works for solutions that all team members can support

	3i
	Shares his/her expertise with others

	3j
	Seeks opportunities to work on teams as a means to develop experience and knowledge

	3k
	Provides assistance, information, or support, to build or maintain relationships, and reinforce team members for their contributions

	3x
	Other behavior

	
	Behaviors for Team Leaders

	3l
	Provides opportunities for people to learn to work together as a team

	3m
	Enlists the active participation of everyone

	3n
	Promotes cooperation with other work units

	3o
	Ensures that all team members are treated fairly

	3p
	Recognizes and encourages the behaviors that contribute to teamwork

	3x
	Other behavior

	7
	Managing Performance (Managing Performance): The ability to grasp  the work being performed within a work group by setting clear goals, expectations, and standards; and then using data collection and analysis techniques to monitor and measure compliance with rules, policies, procedures, goals and performance standards, ensuring feedback and addressing performance problems and issues promptly.

	
	Behaviors for Employees:

	7a
	With his/her manager, sets specific, measurable goals that are realistic but challenging, with dates for accomplishment

	7b
	With his/her manager, clarifies expectations about what will be done and how

	7c
	Enlists his/her manager’s support in obtaining the information and resources needed to accomplish his/her work effectively

	7d
	Promptly notifies his/her manager about any problems that affect his/her ability to accomplish planned goals

	7e
	Seeks performance feedback from his/her manager and from others with whom he/she interacts on the job

	7f
	Prepares an individualized development plan with specific goals and a time line for completion

	7g
	Takes significant action to develop skills needed for effectiveness in current or future job (i.e. training, internships, courses)

	7h
	Other behavior

	
	Behaviors for Managers:

	7i
	Ensures that employees have clear goals and responsibilities

	7j
	Works with employees to set and communicate performance standards that are specific and measurable

	7k
	Supports employees in their efforts to achieve job goals (e.g., by providing resources, removing obstacles, acting as a buffer)

	7l
	Keeps informed about employees’ progress and performance through both formal methods (e.g., status reports) and informal methods (e.g., impromptu conversations and visits)

	7m
	Provides specific performance feedback, both positive and corrective, as soon as possible 

	7n
	Deals promptly with performance issues; lets people know what is expected of them and when

	7x
	Other behavior

	13
	Interpersonal Awareness: The ability to notice, interpret, and anticipate others’ concerns and feelings, and to communicate this awareness empathetically to others.

	13a
	Understands the interests and important concerns of others

	13b
	Actively observes and clarifies what others are feeling, based on their choice of words, tone of voice, expressions, and other nonverbal behavior

	13c
	Anticipates how others will react to a situation

	13d
	Listens attentively to people’s ideas and concerns

	13e
	Understands both the strengths and weaknesses of others

	13h
	Finds non-threatening ways to approach others about sensitive issues

	13i
	Makes others feel comfortable by responding in ways that convey interest in what they have to say or concerns they may have

	13x
	Other behavior

	14
	Influencing (Influencing Others): The ability to serve as a politically astute, persuasive, influential liaison or spokesperson to negotiate, acquire resources, market programs and gain others’ support for ideas, proposals, or projects. 

	14a
	Addresses others’ most important concerns and issues and looks for win-win solutions

	14b
	Involves others in a process or decision, to encourage their support or to gain commitment

	14c
	Identifies and proposes solutions that benefit all parties involved in a situation

	14d
	Enlists experts or third parties to educate and influence others

	14e
	Develops other indirect strategies to educate and influence others

	14f
	Knows when to advance critical issues to own or others’ management, if own efforts to enlist support have not succeeded

	14g
	Structures situations (e.g., the setting, persons present, sequence of events) to create a desired impact and to maximize the chances of a favorable outcome

	14h
	Works to make a particular impression on others

	14i
	Identifies and targets influence efforts at the key decision makers and those who can influence them

	14j
	Seeks out and builds relationships with others who can provide information, insight, knowledge, career support, potential business, and other forms of help

	14l
	Accurately anticipates the implications of events or decisions for various stakeholders in the organization and plans strategy accordingly

	14x
	Other behavior

	17
	Diagnostic Information Gathering: Identifying the information needed to clarify a situation, seeking that information from appropriate sources, and using skillful questioning to draw out the information when others are reluctant to disclose it.

	17a
	Identifies the specific information needed to clarify a situation or to make a decision

	17b
	Gets more complete and accurate information, by checking multiple sources

	17c
	Probes skillfully to get at the facts, when others are reluctant to provide full, detailed information

	17d
	Routinely walks around, to see how people are doing and to hear about any problems they are encountering

	17e
	Questions others to assess whether they have thought through a plan of action

	17f
	Questions others to assess their confidence in solving a problem or tackling a situation

	17g
	Asks questions to clarify a situation

	17h
	Seeks the perspective of stakeholders involved in a situation

	17i
	Seeks out knowledgeable people to obtain information or clarify a problem

	17x
	Other behavior

	20
	Conceptual Thinking: Finding effective solutions by taking a holistic, abstract or theoretical perspective.

	20a
	Notices existing similarities between different and apparently unrelated situations

	20b
	Identifies the central or underlying issues in a complex situation

	20c
	Creates a graphic diagram showing a systems view of a situation

	20d
	Develops analogies or metaphors to explain a situation

	20e
	Applies a theoretical framework to understand a specific situation

	20x
	Other behavior

	22
	Professional Expertise: Depth of knowledge and skill in a technical area.


Team will resume edits on remaining competencies at next meeting. Team left off at 22a –Professional Expertise.

Issue Bin:

· Pilot group will be asked to evaluate each competency for its applicability.

· Ongoing monitoring of new Performance Tool to see if there is an extra competency that is consistently being selected.

· Allowing Performance Appraisals to be used for internal hiring references (this item will not be moved forward to a recommendation unless all committee members are given a vote)

· Using Performance Appraisals for employee achievements and awards, Supervisor does not have direct understanding of employee’s job responsibilities (explanation when team member present)

· Future Desire- Non-stipend, non-pay increase training, education and certification to be available and updatable online

· Refine remaining competencies’ definitions and behavior indicators

By Fall 2008 create an interactive competency based employee professional development system with realistic measurements that fosters employee relationships and focuses on achieving superior performance.

