University of North Texas Health Science Center
2015 Staff Performance Feedback Form
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Section | — Team Member Information

Team Member Name: Brighton Early Employee ID: 10023450
Position Title: Service Technician Position ID: 00001237
Supervisor: Kelly Green Review Date: 8/15/15
Department: Department of Operational Management

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

Direct Supervisor

Signature Kelly Green Date 8/15/15
LS rock Lao —
Team Member Signature BV‘WOV\/ Early 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:

Brighton serves as one of the campus' Service Technicians. In his role, the completion of daily
tasks ensures the entire university can operate with working mechanical systems and
products. He has superb attention to detail, precision,and order, which are key competencies
for his position. His ability to service mechanical systems is unmatched by any of his peers.
Additionally, he consistently goes above and beyond what is expected of him in his role to help
others and to identify new approaches that have had a significant impact on efficiency in the
department. With this, he works well in a team but rarely speaks up or contributes at team
meetings or when asked for feedback. While this is not a job responsibility of his, he could
greatly improve departmental performance by taking on some leadership responsibilities.
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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 .
peop ¢ Promote in

« 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

dividual potential

Demonstrated Strengths:

accountability pledge for Our Values and practices holding him and others
accountable.

Empower others to make values-based decisions: Led the way in taking the

Opportunities for Improvement:

Promote individual potential: Find opportunities to informally coach
teammates on tasks instead of simply completing the task for them when
providing assistance.

* Do what is
« Conduct ou
* Be transpar

INTEGRITY

Uphold the highest ethical standards

» Own, correct and learn from successes and failures
» Demonstrate loyalty to our mission and vision

right, not just what is easy - even if no one is looking
rselves with honesty, trustworthiness and dependability
ent in actions

Demonstrated Strengths:

Do what is right, not just what is easy: Immediately notified team leader
when several rarely used rools were accidentally broken.

Opportunities for Improvement:

Own, correct, and learn from successes and failures: Seek opportunities to
celebrate and share successes with the team.

« Gratefully a

RESPECT « Invite other

Treat everyone with dignity and compassion

« Communicate openly in a timely, courteous and relevant manner
 Promote diversity of thought, ideas and people
« Build trust by honoring our word through actions

cknowledge contributions and efforts of others
perspectives and encourage dialogue

Demonstrated Strengths:

Build trust by honoring word through actions: Consistently completed job
responsibilities ahead of schedule and in the manner agreed upon with
supervisor.

Opportunities for Improvement:

Communicate openly in a timely, courteous, and relevant manner: Share

ideas with the team during team meetings to help support the development
of the team.

« Combine ou
COLLABORATION

Work together to achieve shared goals

« 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

r strengths to discover new ideas and share best practices

Demonstrated Strengths:

Seek opportunities to engage others and break through barriers: Coordinated
Department of Operational Management lunch buddies program to promote
team development.

Opportunities for Improvement:

Give, ask for, and value feedback: Give feedback on departmental practices
to assist in process improvement.

 Respectfully
« Create uniqu

BE VISIONARY

Create innovative solutions in the pursuit of
excellence

« Navigate change to move us forward
* Proactively implement new ideas
« Take thoughtful risks

challenge the way things have always been done
e ways to provide remarkable service

Demonstrated Strengths:

Create unique ways to provide remarkable service: Overhauled the system
cleaning process to better meet the needs of departments.

Opportunities for Improvement:

Proactively implement new ideas: Consider ways to role model innovations
for others.
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Section 1V — Team Member Development

Was coaching used as a feedback and development tool?

(Check all that apply) Formal with Coaching Plan

Yes

No [[]

Informal/in the moment

How has coaching affected Team Member development?

A commitment to begin coaching has been made by the supervisor.

Section V — Performance Goals for FY 2016

Goals

Measures & Resources Needed

Individual Goal 1:

Receive 95% satisfaction rating each quarter on
all service reports from UNTHSC employees.

Measures:
- Satisfaction rating from service reports

week by April 1, 2016.

Resources:
- Tool replacement on a monthly basis
- Employee feedback
Individual Goal 2:
Increase service requests completed to 25 per Measures:

- Average service requests completed as noted in weekly work report

Resources:

- Mechanical system skill development
- Efficiency practice

- Relevant practice materials

Individual Stretch Goal:

Complete a Department of Operational
Management process assessment and submit
process update recommendations by December
31,2015.

Measures:
- Completion date for submission of recommendations

Resources:

- Time for process review, assess, and compiling recommendations
- Department of Operational Management process handbook

- Support from The Office of Project Management

Collaborative Team Goal:

Develop a peer review method for service
technicians where team members review one
another on job completion by August 31, 2016.

Measures:
- Implementation date of peer review process.

Resources:

- Departmental peer review training
- Scheduled training times

- Training locations

- Team member feedback
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Section VI — Performance Evaluation

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

1. Analyze work orders to complete service requests.

2. Complete service requests according to industry and university standards.

3. Document and report service actions according to departmental policies.

4. Maintain all equipment used to complete service requests.

5. Communicate customer concerns, needs and equipment malfunctions to supervisory staff.

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

Brighton exceeds expectations on his assigned job duties. He consistently receives the highest satisfaction marks from employees on the
service requests he completes. In his work station reviews, he was compliant with maintenance standards. Additionally, he not only
completes service requests in his assigned campus departments, but has developed a more efficient method for doing so that exceeds both
university and state standards. This efficiency has allowed him to increase his number of assigned departments without impacting the
quality of his work. His precision in filing reports is unmatched by his peers. Finally, he communicates customer concerns in a
professional manner that allows them to be addressed in a timely fashion.

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

Rate according to rating scale provided Section VI - Rating 4

** 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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	HSC_Performance_Feedback_Form 2015
	HSC_Performance_Feedback Form 2015

	Objectives and Rating Scale

	Team Member Name: Brighton Early
	Employee ID: 10023450
	Position Title: Service Technician
	Position ID: 00001237
	Supervisor: Kelly Green 
	Review Date: 8/15/15
	Department: Department of Operational Management
	Date1: 8/15/15
	Date2: 8/17/15
	Date3: 8/15/15
	Date4: 
	Demonstrated Strengths: Empower others to make values-based decisions: Led the way in taking the accountability pledge for Our Values and practices holding him and others accountable.
	Opportunities for Improvement: Promote individual potential: Find opportunities to informally coach teammates on tasks instead of simply completing the task for them when providing assistance.
	Demonstrated Strengths2: Do what is right, not just what is easy: Immediately notified team leader when several rarely used rools were accidentally broken.
	Opportunities for Improvement2: Own, correct, and learn from successes and failures: Seek opportunities to celebrate and share successes with the team.
	Demonstrated Strengths3: Build trust by honoring word through actions: Consistently completed job responsibilities ahead of schedule and in the manner agreed upon with supervisor.
	Opportunities for Improvement3: Communicate openly in a timely, courteous, and relevant manner: Share ideas with the team during team meetings to help support the development of the team.
	Demonstrated Strengths4: Seek opportunities to engage others and break through barriers: Coordinated Department of Operational Management lunch buddies program to promote team development.
	Opportunities for Improvement4: Give, ask for, and value feedback: Give feedback on departmental practices to assist in process improvement.
	Demonstrated Strengths5: Create unique ways to provide remarkable service: Overhauled the system cleaning process to better meet the needs of departments.
	Opportunities for Improvement5: Proactively implement new ideas: Consider ways to role model innovations for others.
	Coaching No: Yes
	Coaching Yes: Off
	Formal with Coaching Plan: Off
	Informal: Off
	How has coaching affected development: A commitment to begin coaching has been made by the supervisor.
	Individual Goal 1: Receive 95% satisfaction rating each quarter on all service reports from UNTHSC employees.
	Measures  Resources Needed Goal 1: Measures:
- Satisfaction rating from service reports

Resources:
- Tool replacement on a monthly basis
- Employee feedback

	Individual Goal 2: Increase service requests completed to 25 per week  by April 1, 2016.
	Measures  Resources Needed Goal 2: Measures:
- Average service requests completed as noted in weekly work report

Resources:
- Mechanical system skill development
- Efficiency practice
- Relevant practice materials
	Individual Stretch Goal: Complete a Department of Operational Management process assessment and submit process update recommendations by December 31, 2015.
	Measures  Resources Needed Stretch Goal: Measures:
- Completion date for submission of recommendations

Resources:
- Time for process review, assess, and compiling recommendations
- Department of Operational Management process handbook
- Support from The Office of Project Management

	Collaborative Team Goal: Develop a peer review method for service technicians where team members review one another on job completion by August 31, 2016.
	Measures  Resources Needed Team Goal: Measures:
- Implementation date of peer review process.

Resources:
- Departmental peer review training
- Scheduled training times
- Training locations
- Team member feedback
	Job Responsibilities 1: 1. Analyze work orders to complete service requests.
2. Complete service requests according to industry and university standards.
3. Document and report service actions according to departmental policies.
4. Maintain all equipment used to complete service requests.
5. Communicate customer concerns, needs and equipment malfunctions to supervisory staff.
	Supervisor Comments: Brighton exceeds expectations on his assigned job duties. He consistently receives the highest satisfaction marks from employees on the service requests he completes. In his work station reviews,  he was compliant with maintenance standards. Additionally, he not only completes service requests in his assigned campus departments, but has developed a more efficient method for doing so that exceeds both university and state standards.  This efficiency has allowed him to increase his number of assigned departments without impacting the quality of his work.  His precision in filing reports is unmatched by his peers.  Finally, he communicates customer concerns in a professional manner that allows them to be addressed in a timely fashion.


	Team Member Comments: 
	Section VI  Rating: 4
	Example: Team Member Profile: 

Brighton serves as one of the campus' Service Technicians.  In his role, the completion of daily tasks ensures the entire university can operate with working mechanical systems and products. He has superb attention to detail, precision,and order, which are key competencies for his position. His ability to service mechanical systems is unmatched by any of his peers.  Additionally, he consistently goes above and beyond what is expected of him in his role to help others and to identify new approaches that have had a significant impact on efficiency in the department.  With this, he works well in a team but rarely speaks up or contributes at team meetings or when asked for feedback. While this is not a job responsibility of his, he could greatly improve departmental performance by taking on some leadership responsibilities.
	Text2: Kelly Green 
	Text- signature: Brock Lee
	Text- signature 2: Brighton Early


