
[image: image1.png]THE UNIVERSITY OF ARIZONA.

Arizona’s First University.




[image: image3.png]Human Resources.
PO Box 210158
Tucson, AZ 857210156
Phona 520-621.3662
Fax 520-621.9008





Performance Feedback for Managers and Supervisors
GUIDING PRINCIPLES
· Excellence is the expectation.

· Formal and honest feedback increases engagement and positive performance. 
· University risk is mitigated where  management excels
· Performance criteria should be explicit and well understood.

· Commitment and extra effort are increased when people have a “say” in how to accomplish their work.
· How works gets accomplished is as important as what gets accomplished.  

FEEDBACK TOOL COMPONENTS
Commitments and Accomplishments
Comment on what has been accomplished during the review period against what was promised or expected. Outstanding achievements should be evident through narrative comments and areas needing improvement should be explicitly noted. 
Management Expectations
Provide examples that illustrate demonstration of the following management expectations:   
	· Coaching and development

· Communication

· Creating and sustaining diverse and inclusive workplaces

· Decisiveness
	· Innovation

· Inspiring others

· Managing for results consistent with departmental mission/vision

· Relationship skills




Strengths
Comment on the qualities that make this individual an asset to your unit and to the University community. 

Strategies to Increase Effectiveness
Provide advice about how to achieve enhanced performance.

Standards of Excellence
Note whether the indivdiual meets department standards of excellence. If standards are not being met, what will be necessary to improve performance?  

Plans for the Year Ahead
Provide a list of goals and objectives for the year ahead to clarify expectations and provide a foundation for the next formal cycle of feedback. 
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Performance Feedback
for Managers and Supervisors

	Name:      
	Title:      

	EID:      
	Review Period:  

	Reports to: 
	Department:  


ACCOMPLISHMENTS
	RESPONSIBILITIES AND PERFORMANCE PLAN COMMITMENTS
	RESULTS

	     
	     

	     
	     

	     
	     


	     
	     

	     
	     

	     
	     


Performance Standards for Managers and Supervisors
	Coaching and Development:  Creates opportunities for professional growth through challenging assignments, instructive feedback and informal/formal training and development.   Encourages direct reports to build on strengths and to engage in independent development beyond that offered in the workplace.  Provides constructive feedback and takes appropriate action with problem performers in a timely way.
Comments/Examples:       


	Communication: Effectively expresses ideas.  Keeps others appropriately informed. Openly exchanges information in a timely manner. Engages in constructive debate when appropriate. 
Comments/Examples:       


	Creating and Sustaining Diverse and Inclusive Workplaces: Demonstrates a commitment to building a diverse workplace through recruitment, development, retention, and promotion efforts. Actively solicits and respectfully considers diverse perspectives and expects others to do the same.

Comments/Examples:       


	Decisiveness: Is willing to make difficult decisions in a timely manner. Takes charge when it is necessary to facilitate change, overcome an impasse, face issues or ensure that decisions are made. Makes tough decisions when necessary to serve the best interests of the department/college or university.

Comments/Examples:       


	Innovation: Looks for and seizes opportunities to do things better.  Encourages direct reports to consistently seek opportunities to improve established work processes and challenge assumptions; involves stakeholders in continuous improvement actions and alternatives and helps individuals overcome resistance to change.  Encourages innovation by supporting an environment where people freely share their opinions and ideas. Provides a sense of stability, inclusion, direction and potential when leading through change.

Comments/Examples:       


	I Inspiration and trustworthiness: Inspires individuals to work at peak performance; adapts motivational strategies to individual needs; creates a positive work environment; recognizes and rewards accomplishments, and creates excitement and energy among direct reports that is visible to others.

Comments/Examples:       


	Integrity: Honors commitments, respects the confidentiality or information or concerns shared by others. Is honest and forthright. Carries his/her fair share of work. Take responsibilities for own actions. 
Comments/Examples:       


	Managing For Results Consistent With Departmental Mission/Vision:  Develops/describes a clear and compelling picture of the contribution of the unit to the larger organizational mission/vision   Actively seeks to understand the University’s culture, operations and future plans and uses that knowledge to give context to the work of the unit and direct reports.  Assures that clear priorities are established for the unit and that action plans and follow-up plans are in place.  Sees obstacles as challenges and works to overcome them.  Understands fiscal responsibility and effectively manages resources.  Fosters cooperation across departmental units/groups for greater departmental success.  Maintains an environment in which roles and responsibilities are articulated and well-understood.  
Comments/Examples:       


	Relationship-building Skills: Works effectively with others and establishes and maintains effective relationships and alliances in order to achieve results.  Makes an effort to understand the perspectives of others’ needs and interests and is able to disagree with others while maintaining open, constructive communication with them.  Manages conflict effectively while practicing tact, flexibility and open-mindedness.  Responds and acts appropriately in confrontational situations.  

Comments/Examples:       


Department-Specific Competency/Competencies: Define competency(ies) here: 

Comments/Examples:        

Strengths that Contribute to Your Success:
     
Strategies to Increase Your Effectiveness:

     
Standards of Excellence:
     
 FORMCHECKBOX 
 Your performance consistently exceeded expectations during this review period.

 FORMCHECKBOX 
 Your performance met our department’s standards of excellence during this review period.
 FORMCHECKBOX 
 Your performance did not meet our department’s standards of excellence during this review period. Meeting these standards in the future will require: 

     
Plans for the Year Ahead (include projects, development plans, etc.):
     
Supervisor Signature:  ______________________    
Date:       
Employee Signature:     _____________________  

Date:       
Employee Comments:      
THE UNIVERSITY of ARIZONA’S VALUES
A DIVERSE AND INCLUSIVE COMMUNITY
People are the source of our strength. Their different perspectives, backgrounds and experiences make us stronger. We treat people with respect and share decision making to create a climate that supports the success of all who learn and work here.
EXCELLENCE
We hold to the highest standard in all we do and we invest our resources accordingly.

INNOVATION AND ENTREPRENEURIAL ACTION
We explore new approaches, challenge the status quo, and foster creative endeavor.
INTEGRITY
We honor our commitments; take responsibility for our actions; are honest, fair and just in all we do; and stand ready to make informed decisions for the good of the community.

PARTNERSHIPS
We create synergies and expand opportunities through collaborative and interdisciplinary approaches. As Arizona’s land-grant university, we embrace the opportunity to connect with communities to share new knowledge to benefit Arizona and the world.
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