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Performance Development Plan & Assessment (PDPA) 

	Name: Click here to enter text.
	Title: Click here to enter text.

	Department: Click here to enter text.
	Plan Year: Click here to enter text.

	Appraiser’s Name: Click here to enter text.
	Appraiser’s Title: Click here to enter text.

	Date of Mid-Year Review: Click here to enter a date. 
	Date of Annual-Year Review: Click here to enter a date. 

	Scoring Definitions
Exceeding—Individual frequently exceeds expectations of his/her position by demonstrating innovation, cost savings, or based on the scope and effect of his/her work product.  
Achieving—Individual is meeting all expectations of his/her positions.
Developing/Needs Improvement--Individual is performing at a level which suggests additional training or resources are necessary for the individual to be fully competent in their position.
Unsatisfactory—Individual is performing at a level which requires immediate improvement.  This individual is either at risk or currently on a Performance Improvement Plan necessary to satisfactorily meet in order to remain employed a UM-H.


	Section 1: Year End Performance Summary  	



Directions: TO BE COMPLETED AT YEAR END ASSESSMENT ONLY.  A. Please check the appropriate assessment box. Provide a 2-3 paragraph summary with additional comments below supporting the evaluation and referencing the major job responsibilities on the job description. B. Please check the appropriate assessment box in evaluating last year’s progress against departmental and/or individual goals and provide a 2-3 paragraph summary of supporting comments.



	A. Performance Summary -  Indicates overall assessment of performance for the year


         
	 Exceeding
	☐
	 Achieving
	☐
	 Developing/Needs Improvement
	☐
	 Unsatisfactory
	☐




	Summary and Comments



04/11v1.0
	Click here to enter text.



B.  Progress Toward Last Year’s Personal/Career Development Plans 

	Acceptable
	☐
	Unsatisfactory
	☐


Summary and Comments
	Click here to enter text.






	Section 2: Core Competency Assessment



Directions: Please fill out the following assessment by checking off the appropriate box for each competency. Provide comments using examples of actual behavior.
	A. Core Behaviors
	Exceeding
	Achieving
	Developing/Needs
 Improvement
	Unsatisfactory
	



	1. Communication
	[bookmark: Check9]|_|
	[bookmark: Check10]|_|
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|
	



	Writes, speaks and presents information effectively, clearly, and with brevity, adjusting language or terminology to meet the needs of the audience.  Understands the value of and exercises solid listening skills.  Communicates effectively with various levels of the organization.  Treats others’ opinions with respect.  Fosters open communication and candid discussions.  Shares information that helps others do their job well.  Communicates to improve understanding.  Thinks before speaking.  Probes to understand and confirms understanding of what is heard.  Fosters communication skills in others.  Maintains professional and ethical standards of confidentiality.

	Comments:



Click here to enter text.
	



	2. Diversity
	|_|
	|_|
	|_|
	|_|
	



	Recognizes and accepts each individual is a unique combination of thoughts, beliefs (religious, political and ideological), socio economic status, race (biological), ethnicity (cultural), age, gender, sexual orientation, and physical abilities, and values these differences through actions and interactions.  Supports a non-discriminatory and harassment-free work environment which contributes to a welcoming and inclusive college.  Works effectively and willingly with diverse co-workers, students, and customers.  Demonstrates awareness and sensitivity toward multi-cultural issues.

	Comments:



Click here to enter text.
	



	3. Flexibility
	|_|
	|_|
	|_|
	|_|
	



	Accepts new ideas and approaches to work and responds appropriately to constructive feedback and to suggestions for work improvement; displays a positive, cooperative attitude toward new work assignments and requirements; willingly and effectively adapts to a variety of situations and changes in the work environment; and adjusts well to any change in duties, procedures, supervisors or work environment.

	Comments:



Click here to enter text.
	



	4. Problem Solving
	|_|
	|_|
	|_|
	|_|
	



	Effectively analyzes problems; determines appropriate action for solutions; thinks logically; gathers and organizes information; weighs alternatives and makes decisions that reflect the facts of a situation; achieves logical conclusions in a timely manner;.  Knows when a problem can be solved without further involvement, and when finding a solution will require others’ input.  Maintains composure; demonstrates restraint and self-control in difficult situations; handles unexpected events professionally; navigates unintended consequences; identifies and manages stress effectively; helps co-workers thrive in stressful situations; acts with the highest level of professionalism and maturity during difficult situations; looks immediately for resolution rather than placing blame.

	Comments:



Click here to enter text.
	



	5. Reliability
	|_|
	|_|
	|_|
	|_|
	



	Arrives to work on time, is prudent in use of leave, and adheres to leave policies.  Monitors projects and exercises follow-through; adheres to time frames; arrives on time for meetings and appointments; responds appropriately to instructions and procedures; delivers on expected tasks without requiring follow-up; works hard and does what it takes to get results and meet deadlines; requires little direction.  Respectful of other’s time and institutional resources.

	Comments:



Click here to enter text.
	



	6. Service Orientation
	|_|
	|_|
	|_|
	|_|
	



	Provides quality service consistent with established expectations to a diverse group of individuals that may include students, colleagues, and the public, who have varying needs and approaches.  Offers assistance proactively.  Ensures a request has a timely and complete response.  Asks appropriate questions of customers so that the best response is more readily found.  Commits and follows through to find an answer when one is not immediately known.  Encourages customer feedback.

	Comments:
	Click here to enter text.




	7. Teamwork
	|_|
	|_|
	|_|
	|_|
	



	Works effectively and productively as a team member to accomplish organizational goals and identify and resolve problems.  Demonstrates consideration of others and is open to others’ ideas.  Supports team decisions.  Considers individuals’ unique strengths and diverse views and opinions.  Offers opinions constructively and meets all team commitments.  Demonstrates awareness of others’ objectives and responsibilities.  Pitches in to help wherever needed.  Builds and promotes team morale.  Contributes outside the scope of the job.  Shares knowledge and experiences.  Builds trust and rapport.  Practices and promotes involvement and cooperation.  Well accepted by others even under difficult circumstances.  Able to recognize and understand how he/she affects others.

	Comments:
	Click here to enter text.




	8. Workplace Safety
	|_|
	|_|
	|_|
	|_|
	



	Creates and maintains a safe/secure working environment by adhering to UM-Helena safety, security and health requirements.  Integrates injury, illness, and loss prevention into job activities by attending any necessary training and implementing best practices.

	Comments:
	Click here to enter text.






	B. Additional Management Behaviors
	Exceeding
	Achieving
	Developing/Needs
Improvement
	Unsatisfactory
	N/A



	9. Administrative Effectiveness
	|_|
	|_|
	|_|
	|_|
	|_|



	Sets priorities and allocates resources appropriately; conducts short and long-term planning and efficiently implements plans to accomplish college/department/area goals; organizes work and people to get results; anticipates future needs.  Delegates work effectively.  Efficiently directs others in accomplishing work; selects and motivates appropriate staff; defines assignments; and oversees employees’ work.  Balances delegation with leadership involvement and management controls.

	Comments:



Click here to enter text.
	



	10. Development & Knowledge Sharing
	|_|
	|_|
	|_|
	|_|
	|_|



	Interested in seeking and sharing job-relevant learning; desires to keep current in field; understands his/her personal strengths and self-development needs; possesses the initiative to improve skills and proficiency.   Is available to direct reports to identify development opportunities, provide job-relevant learning, and teach skills or identify resources for skill development.  Encourages people to take personal responsibility for continual learning and skill growth.  

	Comments:



Click here to enter text.
	



	11. Leadership
	|_|
	|_|
	|_|
	|_|
	|_|



	Models expected behaviors and leads by example.  Demonstrates healthy and productive influencing ability.  Builds relationships both inside and outside of the organization that benefit the college.  Establishes and helps others understand the direction of the college/department/area.  Gains the respect and inspires others; motivates subordinates; directs work group toward common goal.  Able to understand the diverse needs, styles and feelings of others and acts accordingly to find common ground and achieve a “win-win”.  Creates a shared purpose, vision, and direction.  Models behaviors aligned with the college mission, values, and themes.

	Comments:



Click here to enter text.
	



	12. Personnel Management
	|_|
	|_|
	|_|
	|_|
	|_|



	Is a good judge of talent and makes effective hiring decisions.  Assists in orientation and assimilation of new employees.  Provides guidance and opportunities for development and advancement; resolves work-related employee problems; assists direct reports in accomplishing their work-related objectives.  Communicates well with employees in a clear, concise, accurate, and timely manner and makes useful suggestions. Acknowledges accomplishments broadly and shares responsibility for failures.  Encourages giving and receiving feedback.  Recognizes employees with strong growth potential and provides opportunities for development.  Follows policies and procedures of the MUS Staff Compensation Plan Performance Review process.  Works with employees to establish and review expectations; to set clear objectives; to monitor employees’ progress and provide employees with balanced feedback; and to evaluate performance and competencies.  Identifies and manages weak performers, and takes appropriate corrective action to address performance issues. 

	Comments



Click here to enter text.
	







	Section 3: Personal Contribution Plan and Assessment




	Goals Linked to UM-Helena Core Themes



Directions: Please complete the section below listing one to two goals for each UM-Helena core theme based on major responsibilities within the Role Description as related to the advancement of UM-Helena’s mission. These contributions should be specific, observable, and measurable.  Indicate how the goals fall in line with the UM-Helena mission and contribute toward overall college results.

	1. Provide Access and Support
	Exceeding
	Achieving
	Developing/Needs
Improvement
	Unsatisfactory
	N/A



	Goal One:
	|_|
	|_|
	|_|
	|_|
	|_|



	Click here to enter text.
	Comments:



Click here to enter text.
	

	
	
	
	
	
	



	Goal Two:
	|_|
	|_|
	|_|
	|_|
	|_|



	Click here to enter text.
	Comments:



Click here to enter text.
	

	

	2. Demonstrate Excellence
	Exceeding
	Achieving
	Developing/Needs
Improvement
	Unsatisfactory
	N/A



	Goal One:
	|_|
	|_|
	|_|
	|_|
	|_|



	Click here to enter text.
	Comments:



Click here to enter text.
	

	
	
	
	
	
	



	Goal Two:
	|_|
	|_|
	|_|
	|_|
	|_|



	Click here to enter text.

	Comments:



Click here to enter text.
	

	

	3. Strengthen Community
	Exceeding
	Achieving
	Developing/Needs
Improvement
	Unsatisfactory
	N/A



	Goal One:
	|_|
	|_|
	|_|
	|_|
	|_|



	Click here to enter text.
	Comments:



Click here to enter text.
	

	
	
	
	
	
	



	Goal Two:
	|_|
	|_|
	|_|
	|_|
	|_|



	Click here to enter text.

	Comments:



Click here to enter text.
	






	Section 4: Personal Development Plan (PDP)



Directions: Please complete the section below listing personal goals for next year. Goals should be aligned with individual actions and provide for the development of skills, abilities and competencies of the individual. The action should specifically identify what the individual should do to accomplish the goal, including specific new skills or training required, a timeline for completion, and measurement for results. Any “Developing/Needs Improvement” ratings from the prior year’s PDPA must be addressed here.
	
Goals for Individual/Career Development

Example: Expand knowledge of Excel 
              
	The related Action, Results, and Timeline (ART)

Example: Complete Excel – Advanced Class with a minimum grade of “C” by the end of spring semester, this academic year.



	Click here to enter text.	Click here to enter text.









	Section 5: Signatures



PDPA – Establishment
Employee

My signature indicates that I have participated in discussions and the development of my PDPA with my supervisor. 

[bookmark: Text13]Name (please print or type):      

Signature: _____________________________________________________          Date: ______________


Appraiser

[bookmark: Text14]Name (please print or type):      

Signature: _____________________________________________________          Date: ______________


Director of Human Resources

[bookmark: Text15]Name (please print):      

Signature: _____________________________________________________          Date: ______________



[bookmark: _GoBack]

PDPA – Midyear 
Employee

My signature indicates that I have completed these discussions, but does not necessarily imply agreement. 

Name (please print or type):      

Signature: _____________________________________________________          Date: ______________


Appraiser

Name (please print or type):      

Signature: _____________________________________________________          Date: ______________







PDPA – Year End 
Employee

I have reviewed this document with my supervisor. My signature indicates that I have completed these discussions, but does not necessarily imply agreement. Any areas of additional comments are noted on a separate page, to be initialed by all parties and attached.

Name (please print or type):      

Signature: _____________________________________________________          Date: ______________


Appraiser

Name (please print or type):      

Signature: _____________________________________________________          Date: ______________


Director of Human Resources

Name (please print):      

Signature: _____________________________________________________          Date: ______________
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