Insert Organizational Logo
	
	PERFORMANCE FOR ORGANZATIONAL RESULTS (POR)

Planning, Coaching and Assessment Worksheet



	Employee:
	     
	Emp#:       

	
	Title:
	     
	Grade:
	   

	Manager/Supv:
	     
	Department:
	     
	Perf. Period:
	     
	to
	     


	A.  RESULTS LINKED TO COMPANY GOALS AND STRATEGIES

	PLANNING
	ASSESSMENT

	Universal

Performance

Drivers
	List Most Important 
Objectives, Responsibilities

( 2 to 3 per driver)
	Indicate Specific Expectations,

Standards, Target Ranges


	       Describe Results
	Rating

	Financial 
	     

	     
	     
	  

	
	
	
	
	

	Customer Satisfaction
	     
	     
	     
	  

	
	
	
	
	

	Development: Self & Others
	     
	     
	     
	  

	
	
	
	
	

	Innovation, Continuous Improvement
	     
	     
	     
	  

	
	
	
	
	


Snap Shot of Rating definitions

1. Does Not Meet Expectations (DNM) consistently falls below expectations requiring immediate and sustained improvement. 

2. Meets Expectations (MEE) consistently meets standards and established performance expectations.
3. Exceeds Expectations (EXE) surpasses the standards and established performance expectations.
	PRIVATE 
Emp #:      
	Emp Name:      
	

	
	
	
	

	B.  EFFECTIVE BEHAVIORS THAT IMPACT RESULTS

	List essential behaviors, both core & supplemental. (See manual page 20)
	PLANNING
	ASSESSMENT

	
	
	Describe how these behaviors can be expected to be exhibited or observed in this job, by this employee, to achieve results.
	Describe observations and assess them
	Rating 

	GENERAL COMMUNICATION
	Clearly conveying information and ideas through a variety of media to individuals or groups in a manner that engages the audience and helps them understand and retain the message.


	     
	  

	LISTENS
	Listens effectively, understands and responds to ideas, requests, advice, & directions. Meets with customers to better understand their needs.
	     
	  

	TEAMWORK
	Collaborates, works well in a team, and strives for team results. Keeps colleagues informed and shares ideas toward common goals.
	     
	  

	ACTIVE PART IN PERFORMANCE MANAGEMENT
	Takes an active part in all phases of one’s own performance management, helping to plan and maintain objectives, discuss progress, and review results. Keep PBR and personnel data up to date

	     
	  

	Add additional behavior
	     
	     
	  

	
	     
	     
	  

	
	     
	     
	  

	
	     
	     
	  


	PRIVATE 
Emp #:      
	Emp Name:      
	

	

	C. COMPETENCY DEVELOPMENT ACTION PLAN  (complete as part of assessment)

	Key Developmental Needs…
	
	Action Plan to Enhance or Acquire Competencies and demonstrate them

	     
	
	     


	EMPLOYEE’S SELF ASSESSMENT SUMMARY

	     



	MANAGER’S OVERALL ASSESSMENT of performance during this cycle, both results and behaviors.  (Consider input from employee self assessment.  May also include input from subordinates, peers and customers.)

	



 FORMCHECKBOX 
 Does Not Meet Expectations (DNM)         FORMCHECKBOX 
 Meets Expectations (MEE)     FORMCHECKBOX 
 Exceeds Expectations (EXE)    
	SIGNATURES:

Employee____________________________________________________________

Immediate Manager/Supv_______________________________________________

Date of Assessment:___________________

Reviewing Manager:__________________________________Date:_____________


	SIGNATURES:

HR Representative____________________________________________________
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