TMG PERFORMANCE MANAGEMENT
INTERIM REVIEW PROCESS

Considerations:

e TMG supervisors and staff require program support for:

>

>
>
>

Setting objectives and evaluating the achievement of those objectives

Interpreting personal interests and the results of core competencies skills assessment to
determine training and development needs

Using the combined evaluation results to differentiate between high, average and low
performance levels

Providing a comprehensive summary of the results, including recommendations for training

and development, as appropriate

The ‘toolkit’ is divided into four parts, the purpose of each as outlined below:

Part A

Personal Development Plan

Purpose:
Process:
Timing:
Participants:
Note:

Part B

To identify personal priorities for training and development
Personal Development Plan completed; results summarized
April, annually

TMG staff member

May or may not be shared with my supervisor

Development and Evaluation of Management Core Competencies

Purpose:

Process:
Timing:
Participants:
Note:

Part C

Identify training and development needs utilizing results of feedback and discussion of
personal development plan priorities

Feedback solicited evaluating management core competency behaviors

April-May, annually

Supervisor, peers, subordinates, TMG staff member

Optional in 2006

Setting and Assessment of Objectives

Purpose:

Process:

Timing:
Participants:
Note:

Part D

To differentiate between varying levels of performance; to clarify expectations; to achieve
departmental/organization goals and priorities

Evaluate achievement of objectives set the previous May, and meet with TMG staff to
discuss results including special contributions to the Department and the University; set
objectives for the upcoming year; objectives should align with departmental and/or
organization goals and priorities

May, annually

Supervisor, TMG staff member

Tied to merit recommendation

Total Performance ‘Results’

Purpose:

Process:

Timing:
Participants:
Note:

To summarize achievement of set objectives, including progress toward training and
development targets to provide support for recommending individual merit increases
Summarize achievement of objectives set the previous year (Part C); summarize results
of Personal Development Plan (Part A), and assessment of Management Core
Competencies (Part B) to set training and development priorities; utilize the summary
results to support individual merit award recommendations.

May, annually

Supervisor, TMG staff member — results retained in personal files for 5 years
Submitted with merit authorization form later in May



TOTAL PERFORMANCE MANAGEMENT PLANNING PROCESS

TIMELINE
Activity: Timeline:
Informal feedback on new performance management tools — modify tools, March, 2006
as required
Performance Management materials distributed April, 2006
Complete and summarize Personal Development Plan April, 2006

Assessment of Core Competencies

Meeting with supervisor to set objectives for upcoming year/review
objectives set in previous year; review results of Personal Development Plan
and Assessment of Core Competencies to identify training and development
needs

Merit/Salary decisions completed and submitted (submission includes one
of: 1) copy of Objective Setting and Assessment worksheet, and the Total
Performance Results summary sheet, or 2) Performance Appraisal and
Development Plan ( ‘purple form’)

Periodic review and realignment of objectives

April - May, 2006
April - May, 2006

May 25, 2006

Sept/Jan. annually




TO BE RETAINED BY THE EMPLOYEE

PART A PERSONAL DEVELOPMENT PLAN

An important component of a Total Performance Evaluation is an assessment by an individual of their
own abilities and interests.

The attached questionnaire should be completed by the incumbent for their personal use, being as open
and candid as possible. This form is strictly to be used to assess individual interests and future training
and development needs, and to form the basis of further discussion with the incumbent’s supervisor (if
desired) about future training and development goals.

Process:

1. On the attached Personal Development Planning Worksheet, rank your abilities and interests
(or where you'd like to be) for personal growth, behavioral skills and management/leadership
skills development.

2. Review abilities and skills that you have ranked on the ‘lower’ end of the scale, and interests
you have ranked on the ‘higher’ end of the scale, and identify the top 3 priorities for
development.

3. Complete a summary of personal growth and skills development priorities, how you intend to
improve these, and an estimated date by which this development might be completed.

4, The results can be used to form part of the discussion with your supervisor about training and
development needs and interests.

5. A discussion about progress toward your training and development goals should be part of

scheduled periodic review dates in September and January.



PERSONAL DEVELOPMENT PLAN - WORKSHEET

PERSONAL GROWTH NEEDS/INTERESTS

Rank your current abilities and/or where you'd like to be, using the scale(s) below

My Abilities My Interests
“lam able to...” “lwantto ..."
Growth Areas High Med Low High | Med | Low

1. Excel in my current work

2. Remain current and knowledgeable in my field

3. Be change-ready — approach change positively

4. Move in a new career direction and take new on challenges
within the University

5. Position myself for advancement, take on higher profile
assignments and become more visible

6. Understand the future trends in business and technology
that will require me to learn new skills

7. Share my expertise as a mentor to others

8. Review my profile (work style, personal preferences, skills and
values) and use this for effective self-development

9. Explore activities (work/volunteer) that will provide me with an
opportunity to enhance my skills

10. Gain recognition for my accomplishments on the job

11. Develop my marketing package: develop a resume and cover
letter to prepare for a new position at the University

12. Engage in career management practices to explore new
career directions and self-development

13. Prepare for my retirement life and/or next career

14.

15.

16.
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MANAGEMENT/LEADERSHIP DEVELOPMENT

Rank your current abilities and/or where you'd like to be, using the scale below

My Abilities My Interests
“Ican...” “l want to be able
to...”
Growth Areas High Med | Low High Med Low

1. Understand leadership attributes and best practices and next
steps required to becoming a better leader

N

. Analyze work to be done and organize to achieve the greatest
benefit/most efficiency; meet deadlines

3. Use logical, systematic/creative thinking to understand/resolve
problems

4. Develop partnerships - builds collaborative relationships;
understands the importance of building networks

(62]

. Contribute to a team in a way that makes the team stronger
and builds relationships to achieve goals and outcomes

6. Provide ongoing coaching and feedback to encourage growth
in others.
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Growth Areas cont.
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7. Act as a mentor; provide recognition of achievement;
encourage employee involvement in decision-making

T
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8. Advocate and enable continuous learning opportunities for
employees and self

L0

9. Understand the strategic direction of the University and how
my own unit ‘fits in’

10. Embrace change and search for innovative improvements to
processes that are mutually beneficial

11. Understand and work toward building an inclusive workplace.

12. Acknowledge diversity, promote equal opportunities and
work to eliminate discrimination and harassment

13.

14.

15.
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BEHAVIORAL SKILLS DEVELOPMENT

Rank your current abilities and/or where you'd like to be, using the scale below

My Abilities My Interests
“l'am able to...” “l want to be able
to...”
Growth Areas Hig Med Low High Med Low

1. Satisfy internal and external customers; determine and resolve
problems; build and maintain relationships

2. Adapt to changing circumstances and execute plans

3. Use active listening to understand others and express thoughts
clearly

4. Convey messages in a simple, clear and useful manner

5. Address small and large groups and make effective oral
presentations

6. Prepare and present ideas, proposals, projects and solutions

7. Invest in new solutions when presented with a problem, and
think outside of traditional methods for solutions

8. Show Initiative, self-motivation and enthusiasm to see
possibilities or opportunities and to act on them

9. Understand that different audiences require different types of
communication vehicles

10. Estimate costs and benefits and present financial information
in traditional accounting terms

11. Track costs against a budget and plan to ensure a small
surplus

12. Respect diversity; actively work on building an inclusive
community

13.

14.

15.
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PERSONAL DEVELOPMENT PLAN — SUMMARY

Summarize the top 3 areas of personal and skill development that you would like to work on over the next
12 months. Include your thoughts on how you might accomplish this development, including volunteer
work, self-study, special work assignments, courses paid by tuition assistance or management PDA.

PERSONAL GROWTH NEEDS/INTERESTS

Priorities over next 12 months How will I accomplish this? Achievement Date

MANAGEMENT/LEADERSHIP SKILLS DEVELOPMENT

Priorities over next 12 months How will I accomplish this? Achievement Date

BEHAVIORAL SKILLS DEVELOPMENT

Priorities over next 12 months How will I accomplish this? Achievement Date




TO BE RETAINED BY THE EMPLOYEE

PART B DEVELOPMENT AND EVALUATION OF MANAGEMENT CORE COMPETENCIES

The focus of reviewing and evaluating management core competencies is to assess an individual’s
strengths and weaknesses with respect to managing, for the purposes of identifying training and
development needs, and to assist with future succession planning. Many feel utilizing 360 degree
feedback reflects a more balanced assessment of a manager’s skills, by seeking feedback from
individuals who are impacted, either directly or indirectly through interaction with the manager.

McMaster University identified 6 core management competencies that are critical to successful
management/leadership at McMaster, and TMG staff members have been pursuing focused training in
each of the competencies over the past two years in preparation for a more formalized assessment in
2007.

This year, the inclusion of an assessment tool for evaluating core competencies for management staff is
intended to be an introduction to assessing competencies, and its use this year is optional. A summary of
the competencies assessment can be used in collaboration with a TMG staff member’s personal
development priorities to discuss potential areas of training that could assist in strengthening
management skills over the next 12 months.

Process:

Various alternatives are available for evaluating management core competencies.

Alternatives:
i) Self
i) Self and Supervisor
iii) Paper 360 degree assessment (as described below)

Having the TMG staff member do a self-evaluation of management core competencies, or having both
the TMG staff member and their supervisor evaluate these skills to form part of the performance appraisal
discussion is fairly simple. If the choice is to utilize a paper-based 360 degree performance review, the
following process should be followed:

1. Both the supervisor and TMG staff member should independently choose 5 individuals with whom
the incumbent interacts on a regular basis, either directly or indirectly, and jointly determine which
of these individuals, in addition to the supervisor and the TMG staff member’s direct reports, from
whom to solicit feedback.

2. Anintroductory memo from the supervisor should be sent out with the assessment form outlining
the purpose of the request and suggesting that the feedback be anonymously returned by a
specified date.

3. The supervisor should summarize the results of that feedback along with the summary of the
TMG staff member’s personal development priorities to form the basis of feedback and
discussion regarding training and development needs.

4. In 2006, the assessment of management core competencies will not to be used toward
determining merit, but strictly as a mechanism for assessing training and development needs.




COMMUNICATING

Clearly, frequently and consistently exchanges the organizational knowledge, plans and decisions which are necessary for
meaningful participation and optimal work by team members; listens actively — with insight and respect — to others’
perspectives, and perceives and reacts sensitively to others’ non verbal cues; builds relationships and attracts support; gives
recognition to groups and individuals who contribute to the University’s achievement.

Please rate incumbent on their Communication Skills, as specified below

N/A = doesn’t apply 1 =unsatisfactory 5 =exceptional performance

Models and supports a communication system that keeps everyone
informed on a timely basis, and which maintains confidentiality when

appropriate.
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Builds and leverages relationships and understands different audiences.
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Freely listens; easily asks, clarifies and interprets; responds respectfully
and on time
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Creates clear and effective oral communications for articulating job
responsibilities, task objectives, priorities, deadlines, and performance
expectations, or for attracting resources and support to positions, decisions
or preferred directions.
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Able to be a trusted advisor or advocate in sensitive or emotionally
charged circumstances.

Ow

Creates clear and effective written communications. %A 1 2 ;’b 6 6

Creates clear and effective electronic communications. N/A 1 2 3 4 5
O O O O O O

Chooses the best communication medium for the message(s) and ensures N/A 1 2 3 4 5

messages are received as intended. O O O O O O
N/A 1 2
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Comments:




DEVELOPING PEOPLE

Advocates and enables continuous learning opportunities for all employees; encourages employee involvement in
decision making as an integral part of the developmental process; active in self development.

Please rate incumbent on their ability to Develop People, as specified below

N/A =doesn’t apply 1 =unsatisfactory 5 = exceptional performance

Committed to building and celebrating an inclusive, supportive and N/A 1 2 3 4 5
diverse environment. O O O O O O
Passionate about developing and supporting employees. N/A 1O ZO :?O 6 ?O
Structures roles and assignments with employee growth and N/A 1 2 3 4 5
development in mind. O O O Q Q Q
Allocates time and financial resources to training and development N/A 1 2 3 4 5
opportunities. O O O O O O
Seeks a ‘return’ from new learning that it is adding value to work. N/A

Ow
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When appropriate, empowers people and enables them to make their N/A
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own decisions. O
Provides candid, frequent feedback on performance and N/A 1 2 3 4 5
development. O O O O O O
Solicits feedback for personal growth and development N/A 1 2 3 4 5
O O o O O
Understands group development and fosters team-building. N/A 1 2 3 4
@) O O

Comments:




LEADING

Known for achievement; recognizes achievement requires the leading others, and therefore; recruits the right people;
engages them in the vision of McMaster; solves problems that arise; evaluates progress towards goals and objectives;
negotiates resolutions to conflicts; protects/heals heals the organization during times of change; integrates stakeholders to
achieve synergies.

Please rate incumbent on their ability to Lead, as specified below

N/A =doesn’'t apply 1 =unsatisfactory 5 =exceptional performance

Demonstrates commitment to the advancement of the N/A 1 2 3 4 5
Mission and financial viability of the University.

Maintains the highest standards of integrity, keeps promises N/A 1 2 3 4 5
and builds trust.

Primarily utilizes a participative and collaborative
management style, but able to adapt management style N/A 1 2 3 4 5
contingent upon the situation.

Embraces, fosters, adapts and is open to change. N/A 1 2 3 4 5

Sets measurable goals with deadlines, measures progress,
celebrates success, corrects variances when required, and N/A 1 2 3 4 5
accepts responsibility and accountability for success or failure.

Recruits, motivates and retains the best talent available. N/A 1 2 3 4 5

Facilitates the continuous improvement of processes, services N/A 1 2 3 4 5
and outcomes.

Actively recognizes groups and individuals for superior N/A 1 2 3 4 5
achievement.

Adds value to the University every year. N/A 1 2 3 4 5

Comments:




EMBRACING CHANGE

Exhibits a passion for building a creative, innovative and excellent university. Works effectively with ambiguity and complex
issues while searching for innovations and improvements to make tomorrow’s workplace better than today’s.

Please rate incumbent on their ability to Embrace Change, as specified below

N/A =doesn’t apply 1 =unsatisfactory 5 =exceptional performance

Inspires self and others to think outside a traditional mindset, N/A 1 2 3 4 5
with an ‘open-systems’ perspective. O O O O O O
Demonstrates adaptability and flexibility in getting the job N/A 1 2 3 4 5
fone- O O O O O O
Looks for opportunities for beneficial change. N/A 1(3 2(3 3(3 4(3 5(3
Acts as a change agent and removes barriers to change. N/é 1O ZO 30 4O SO
Supports initiatives for change coming from others. N/A 1O 2() ?b 4() SO
Takes sensible risks using good judgment. N/A 1O ch 3@ 4O SO
Identifies local and global trends to anticipate where change N/A 1 2 3 4 5
may be necessary. O O O O O O
Sets in place the mechanisms necessary for the achievement N/A 1

of positive change and outcomes.
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Comments:




OPTIMIZING SERVICE RELATIONSHIPS

Identifies, builds and manages relationships which are service-oriented, student-centred, and will systematically create

positive current and future benefits for the University.

Please rate incumbent on their ability to Optimize Service Relationships, as specified below

N/A =doesn’t apply 1 =unsatisfactory 5 = exceptional performance

Knows the primary customers or stakeholders and understands
what is important to them.

N/A 1 2 3 4 5

Seeks and analyses feedback from internal and external
customers or stakeholders, and makes improvements accordingly.

N/A 1 2 3 4 5

Is able to treat everyone as a customer, treat every client situation
as unique, and follow-up every customer request.

N/A 1 2 3 4 5

Recognizes that students are the life-blood of the University and
adopts a student-centred focus.

N/A 1 2 3 4 5

Comments:




EMPLOYING UNIVERSITY ACUMEN

Understands McMaster’s strategic plans and directions as being research-intensive and student-centred. Understand the
operational structure, the workings, and culture of the institution as well as the political, social and economic climate in
which the University operates.

Please rate incumbent on their ability to Employ University Acumen, as specified below

N/A =doesn’t apply 1 =unsatisfactory 5 =exceptional performance

Consults for, and gathers, the information necessary to
understand strategic directions, plans and priorities, and to weigh N/A 1 2 3 4 5
competing interests in planning.

Effectively utilizes both formal and informal channels, including
‘networking’, in order to acquire information and assistance for N/A 1 2 3 4 5
accomplishing works goals.

Anticipates issues, challenges and outcomes so as to achieve the N/A 1 2 3 4 5
best positioning for the unit(s) as well as the University.

Seeks and builds internal and external alliances, collaborations and
services with or for individuals and groups, which will advance N/A 1 2 3 4 5
McMaster University’s mission.

Comments:










Is the stated

Does the stated objective?

Key question to determine if

objective? the stated objective is defining
what's intended.
Specific Clearly provide both the employee and the Exactly what is the objective?
TMG staff member the same understanding of
what is to be achieved and the results
expected.
Measurable Specify a level for results expected that is What does ‘success’ look like?
objective and can be observed.
Attainable Be achievable within the resources that are or | Is the objective feasible?
will be available.
Result Should be central to the goals of the University | Is the objective meaningful?
Oriented - successful completion should make a How does it tie to the
difference. department/organization
strategy/goals?
Time-limited Current within reasonable time objectives. Can the objective be attained

in the defined time frame?

Assessing Objectives:

Utilizing the attached Periodic Review Worksheet, the supervisor and TMG staff member will meet in
September and January annually to assess progress toward meeting objectives that have been set, to
identify challenges that may be impeding a TMG staff member’s ability to achieve expectations, and to re-
align objectives, where necessary.

During the Annual Performance Review meeting in April or May, between a supervisor and a TMG staff
member, a final assessment of the incumbent’s achievement of objectives set the previous year will be

provided and discussed. Each objective should be assessed individually, and an assessment of overall
achievement toward annual objectives provided. Assessment should be categorized as follows:

. results below expectations in most areas

. results below expectations in some key areas

. results met expectations in all areas

. results met and in some areas exceeded expectations
. results exceeded expectations in all areas






RETURN TO HUMAN RESOURCES SERVICES
Objective Setting and Assessment Tool

2006-2007
Employee: ID#: Supervisor:
Evaluation Period:
Performance/Training Action Plan Measures of Success Actual Results
Objectives How will you accomplish this What does success look like? What was actually achieved?

What will you accomplish? objective? What resources or
support are needed?

Achievement levels: (1) Results below expectations in most areas
(2) Results below expectations in some key areas
(3) Results met expectations in all areas
(4) Results met and in some areas exceeded expectations
(5) Results exceeded expectations in all areas

The above objectives have been discussed and expectations for achievement and timelines have been agreed upon.

Employee’s Signature Supervisor’s Signature 2" Supervisor's Signature

Date Date Date



RETURN TO HUMAN RESOURCES SERVICES
PERIODIC REVIEW WORKSHEET

Objective Setting and Assessment

As part of the objective setting and assessment process, supervisors and TMG staff members should set up periodic review dates (e.g.,
September and January), to discuss progress toward achieving set objectives. This discussion should be formally documented, including
progress to date, challenges that may be impeding progress, and recommendations for modifications or guidance offered, and signed by both the
TMG staff member and their supervisor. Discussion should also include a review of progress toward training and development goals that were
discussed in April.

Review Date: September

Comments:

Employee Signature: Supervisor’s Signature:

Review Date: January

Comments:

Employee Signature: Supervisor’s Signature:







RETURN TO HUMAN RESOURCES SERVICES

Part D
TOTAL PERFORMANCE ‘RESULTS’
2005/06

Supervisor’s Assessment/Evaluation of Objectives
Summarize overall achievement from the Objective Setting and Assessment results

Comments on the Overall Achievement of Objectives:

Assessment of Training and Development Needs

Utilizing the results of the Personal Development Plan and/or Management Core Competencies
evaluation, summarize areas of personal and/or skill development that have been agreed will be the
focus of training over the coming 12 months, outlining how this will be accomplished, budget implications,
and a timeline for completion. This ‘goal’ should be added to the upcoming year’s objectives.

Comments on Qverall Achievement of Training and Development goals/priorities:




RETURN TO HUMAN RESOURCES SERVICES
Part D

Employee’s Comments on Achievements, training and development priorities:

Employee:
Signature: Date:
Supervisor:
Signature: Date:

2" Supervisor:

Signature: Date:
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