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Section | — Team Member Information

Team Member Name: Jane Smith Employee ID: 98765432
Position Title: Director, Project Management Position ID: 00004321
Supervisor: Annette DeVeep Review Date: 8/15/15
Department: Office of Project Management

Section 11 — Performance Evaluation Signatures (sign for receipt and completion of Section V1)

Direct Supervisor

Signature Annette DeVeep Date 8/15/15
Soratre T Holly Grahamy Date §/16/15
Team Member Signature JML?/SWMII]’V Date 8/15/15
rluman Resources Date

Representative

** Team Member signature acknowledges receipt of completed evaluation; it does not necessarily indicate agreement. **

Team Member Profile:

Jane is a director in the Office of Project Management. She is energetically dedicated to continuous process
improvement in departmental programs, policies, procedures and systems. Through her leadership, her team
regularly exceeds expectations on measures relating to the strategic plan. She is also excellent at using coaching
to develop the talent of her team. However, mid- year, her direct reports began to struggle under the demands of
the office. She started to take the philosophy that the "customer is always right" to the extreme. Early in the
spring semester, Jane committed to several projects where the collaborating departments submitted requests with
impossible deadlines and made multiple mid- and late-course changes. After speaking to her about the toll this
took on her team, she instituted new team-based procedures in the department to assist with identifying and
prioritizing new project commitments. This has led to a complete turn around in her departmental morale without
impacting their productivity. Jane has shared concerns about her public speaking abilities with Annette in their
formal coaching sessions. While this is not a part of her main job responsibilities, she would like to work on her
public speaking skills as a part of her leadership development.
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Section 111 — Values Assessment

Values Behaviors

SERVE OTHERS FIRST

Encourage growth, well-being and success of each
other and people we serve

« Empower one another to make values-based decisions
« Consider the impact of your decisions

« Be good stewards of people and resources

» Demonstrate compassion, care and humility

« Promote individual potential

Demonstrated Strengths:

Promote individual potential: Actively uses coaching as a feedback and
performance tool.

Opportunities for Improvement:

Be good stewards of people and resources: Listen to team to determine their
project capacity while still challenging them to exceed expectations.

INTEGRITY

Uphold the highest ethical standards

» Do what is right, not just what is easy - even if no one is looking

« Conduct ourselves with honesty, trustworthiness and dependability
* Be transparent in actions

» Own, correct and learn from successes and failures

» Demonstrate loyalty to our mission and vision

Demonstrated Strengths:

Own, correct, and learn from successes and failures: Owned up to issues
around over committing the team and collaborated to find a solution

Opportunities for Improvement:

Do what is right, not just what is easy: Continue to strive to find balance for
the team instead of simply committing when saying "no"may seem difficult.

RESPECT

Treat everyone with dignity and compassion

« Gratefully acknowledge contributions and efforts of others

« Invite other perspectives and encourage dialogue

« Communicate openly in a timely, courteous and relevant manner
 Promote diversity of thought, ideas and people

« Build trust by honoring our word through actions

Demonstrated Strengths:

Build trust by honoring word through actions: Consistently exceeds
expectations for departmental measures related to the strategic plan.

Opportunities for Improvement:

Gratefully acknowledge contributions and efforts of others: Increase
recognition within the department for the contributions of team members.

COLLABORATION

Work together to achieve shared goals

» Combine our strengths to discover new ideas and share best practices

« Seek opportunities to engage others and break through barriers

« Inspire one another to be more, collectively, than the sum of our individual parts
* Give, ask for and value feedback

* Recognize the contributions of others and celebrate successes

Demonstrated Strengths:

Combine strengths to discover new ideas and share best practices: Worked
with team to develop a new process for identifying and prioritizing projects.

Opportunities for Improvement:

Give, ask for, and value feedback: Create an after action review process or
other avenue of obtaining post-project feedback to continue to improve
departmental processes and procedures.

BE VISIONARY

Create innovative solutions in the pursuit of
excellence

« Respectfully challenge the way things have always been done
« Create unique ways to provide remarkable service

« Navigate change to move us forward

* Proactively implement new ideas

« Take thoughtful risks

Demonstrated Strengths:

Create unique ways to provide remarkable service: Utilized new team
approach to go above and beyond to meet the needs of departments across
the university.

Opportunities for Improvement:

Take thoughtful risks: Consider the impact of decisions on the team ahead of
making commitments.
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Section 1V — Team Member Development

Was coaching used as a feedback and development tool?  No Yes |[]

(Check all that apply) Formal with Coaching Plan |[] Informal/in the moment
How has coaching affected Team Member development?

Through formal coaching, personnel management issues were addressed and improved upon leading to significant gains in Jane's
department. Due to the distance between offices, informal coaching did not take place, but a commitment has been made to increase
supervisor interaction, visibility, and informal coaching in FY 16.

Section V — Performance Goals for FY 2016

Goals

Measures & Resources Needed

Individual Goal 1:

Institute a method for departmental resource
allocation that focuses on equitable distribution
as well as team member needs by August 31,
2016.

Measures:
- Resource allocation model creation date

Resources:

- Departmental budget

- University guidelines

- Budgetary training facilitated by Office of Financial Services.

Individual Goal 2:

Create and implement a leadership development
plan to improve supervisory and leadership
skills by December 31, 2015.

Measures:
- Leadership development plan creation date
- Number of leadership develop activities conducted or planned by December 31, 2015

Resources:

- Research on leadership development opportunities

- Funding to attend professional development conferences or workshops focusing on
leadership

Individual Stretch Goal:

Train departmental directors on strategic and
reverse planning techniques by April 1, 2016.

(this is a stretch goal because it is beyond Jane's
current capabilities as a public speaker- see
profile).

Measures:
- Number of directors trained

Resources:

- Public speaking skill development with Toastmasters
- Presentation preparation time

- Scheduled training dates

- Room Reservations

Collaborative Team Goal:

Implement a team-based approach for after
action reviews of all Office of Project
Management projects by April 1, 2016.

Measures:
- Percentage of projects reviewed

Resources:

- After action review guide
- Team-member input

- Scheduled review times
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Section VI — Performance Evaluation

Job Responsibilities (List top 5 to 7 job responsibilities.)

1. Oversee operations and data management for the Office of Project Management.
2. Set departmental goals and strategic direction.

3. Create alignment around departmental programs, policies, procedures and systems.
4. Supervise, coach, and train 6 professional staff members.

5. Manage the departmental budget and allocate resources.

6. Screen and assign new projects to team members.

7. Ensure all projects remain on track and meet deadlines.

Supervisor Comments (Provide qualitative feedback on performance of job responsibilities.)

them as she continues to grow in her role as director.

Jane eagerly stepped into her role as the director of this department. She demonstrates her ability to lead a department in the way she
continuously strives for improvement and alignment to achieve the departments strategic vision. Her five year plan for the department
has been used as a model for other departments under my purview. While her operational knowledge exceeded expectations throughout
the year, she struggled this spring to appropriately screen projects and assign projects to her team. When this issue was addressed, she
took full responsibility and collaborated with her team to address the problem. The innovative way they now screen projects has had a
significant positive impact on the office. With these changes, Jane has met institutional standards, and I look forward to her exceeding

Team Member Comments (May include any desires for career growth and development.)

Rate according to rating scale provided Section VI - Rating

** Upon completion of the performance feedback session, please return to page 1 for team member signature **
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University of North Texas Health Science Center
2015 Staff Performance Feedback

Objectives

1. To identify demonstrated strengths and opportunities for improvement building our
values-based culture.

2. To increase effectiveness and overall department success in meeting the institution’s
strategic goals.

3. To increase team awareness of job performance based on job responsibilities.

Document Sections

Section I —=Team Member Information
Section Il — Performance Evaluation Signatures

Section 111 — Values Assessment — This section documents how well the team member has
demonstrated the identified values-based behaviors over the last year. Each sub-section
provides space for comments.

Section IV — Team Member Development — This section provides space for collaborative
input on the role coaching plays in the team member’s development.

Section V — Performance Goals for FY 2016 — This section provides space for
collaborative goal-setting for the upcoming year. Include 4 performance goals (2 individual,
1 stretch, 1 collaborative team) aligned to HSC strategic plan, department action plan and
individual coaching plan.

Section VI — Performance Evaluation — This section provides space for evaluation of
performance based on job responsibilities associated with current position. List the top 5 to
7 responsibilities associated with the team member’s position. Space is provided for
supervisor and team member comments related to overall performance, career growth and
development. Use the rating scale below for this section.

Rating Scale

1 -- Unsatisfactory: Immediate and sustained performance improvement required to remain at HSC.

2 — Not Meeting Expectations: Did not meet some expectations.

3 -- Meets Expectations: Met HSC standards / expectations.

4 -- Exceeds Expectations:  Consistently delivers above HSC standards / expectations.
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	Objectives and Rating Scale

	Team Member Name: Jane Smith
	Employee ID: 98765432
	Position Title: Director, Project Management
	Position ID: 00004321
	Supervisor: Annette DeVeep
	Review Date: 8/15/15
	Department: Office of Project Management
	Date1: 8/15/15
	Date2: 8/16/15
	Date3: 8/15/15
	Date4: 
	Demonstrated Strengths: Promote individual potential: Actively uses coaching as a feedback and performance tool.
	Opportunities for Improvement: Be good stewards of people and resources: Listen to team to determine their project capacity while still challenging them to exceed expectations.
	Demonstrated Strengths2: Own, correct, and learn from successes and failures: Owned up to issues around over committing the team and collaborated to find a solution
	Opportunities for Improvement2: Do what is right, not just what is easy: Continue to strive to find balance for the team instead of simply committing when saying "no"may seem difficult.
	Demonstrated Strengths3: Build trust by honoring word through actions: Consistently exceeds expectations for departmental measures related to the strategic plan.
	Opportunities for Improvement3: Gratefully acknowledge contributions and  efforts of others: Increase recognition within the department for the contributions of team members.
	Demonstrated Strengths4: Combine strengths to discover new ideas and share best practices: Worked with team to develop a new process for identifying and prioritizing projects.
	Opportunities for Improvement4: Give, ask for, and value feedback: Create an after action review process or other avenue of obtaining post-project feedback to continue to improve departmental processes and procedures.
	Demonstrated Strengths5: Create unique ways to provide remarkable service: Utilized new team approach to go above and beyond to meet the needs of departments across the university.
	Opportunities for Improvement5: Take thoughtful risks: Consider the impact of decisions on the team ahead of making commitments.
	Coaching No: Off
	Coaching Yes: Yes
	Formal with Coaching Plan: Yes
	Informal: Off
	How has coaching affected development: Through formal coaching, personnel management issues were addressed and improved upon leading to significant gains in Jane's department.  Due to the distance between offices, informal coaching did not take place, but a commitment has been made to increase supervisor interaction, visibility, and informal coaching in FY 16.
	Individual Goal 1: Institute a method for departmental resource allocation that focuses on  equitable distribution as well as team member needs by August 31, 2016.
	Measures  Resources Needed Goal 1: Measures:
- Resource allocation model creation date

Resources:
- Departmental budget
- University guidelines 
- Budgetary training facilitated by Office of Financial Services.
	Individual Goal 2: Create and implement a leadership development plan to improve supervisory and leadership skills by December 31, 2015.
	Measures  Resources Needed Goal 2: Measures:
- Leadership development plan creation date
- Number of leadership develop activities conducted or planned by December 31, 2015

Resources:
- Research on leadership development opportunities
- Funding to attend professional development conferences or workshops focusing on leadership
	Individual Stretch Goal: Train departmental directors on strategic and reverse planning techniques by April 1, 2016.

(this is a stretch goal because it is beyond Jane's current capabilities as a public speaker- see profile).
	Measures  Resources Needed Stretch Goal: Measures:
- Number of directors trained

Resources:
- Public speaking skill development with Toastmasters
- Presentation preparation time
- Scheduled training dates
- Room Reservations
	Collaborative Team Goal: Implement a team-based approach for after action reviews of all Office of Project Management projects by April 1, 2016.
	Measures  Resources Needed Team Goal: Measures:
- Percentage of projects reviewed

Resources:
- After action review guide
- Team-member input
- Scheduled review times

	Job Responsibilities 1: 1. Oversee operations and data management for the Office of Project Management.
2. Set departmental goals and strategic direction. 
3. Create alignment around departmental programs, policies, procedures and systems.
4. Supervise, coach, and train 6 professional staff members.
5. Manage the departmental budget and allocate resources.
6. Screen and assign new projects to team members.
7. Ensure all projects remain on track and meet deadlines.
	Supervisor Comments: Jane eagerly stepped into her role as the director of this department. She demonstrates her ability to lead a department in the way she continuously strives for improvement and alignment to achieve the departments strategic vision.  Her five year plan for the department has been used as a model for other departments under my purview.  While her operational knowledge exceeded expectations throughout the year, she struggled this spring to appropriately screen projects and assign projects to her team.  When this issue was addressed, she took full responsibility and collaborated with her team to address the problem.  The innovative way they now screen projects has had a significant positive impact on the office.  With these changes, Jane has met institutional standards, and I look forward to her exceeding them as she continues to grow in her role as director.      
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	Section VI  Rating: 3
	Example: Team Member Profile: 
 
Jane is a director in the Office of Project Management.  She is energetically dedicated to continuous process improvement in departmental programs, policies, procedures and systems. Through her leadership, her team regularly exceeds expectations on measures relating to the strategic plan. She is also excellent at using coaching to develop the talent of her team.  However, mid- year, her direct reports began to struggle under the demands of the office. She started to take the philosophy that the "customer is always right" to the extreme.  Early in the spring semester, Jane committed to several projects where the collaborating departments submitted requests with impossible deadlines and made multiple mid- and late-course changes. After speaking to her about the toll this took on her team, she instituted new team-based procedures in the department to assist with identifying and prioritizing new project commitments.  This has led to a complete turn around in her departmental morale without impacting their productivity. Jane has shared concerns about her public speaking abilities with Annette in their formal coaching sessions.  While this is not a part of her main job responsibilities,  she would like to work on her public speaking skills as a part of her leadership development.
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