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§ https://www.youtube.com/watch?v=gdp4sPviV74

https://www.youtube.com/watch?v=gdp4sPviV74


Outcomes

Discover strategies for 
improving performance

Understand value of employee engagement 

Learn the 
actions and activities of 
Performance Management



What Do People Need From Work?

§ Affirmation and recognition

§ The opportunity to grow, develop and contribute.  
To be good at what they do.

§ Coaching and feedback

§ Direction and focus



What Does the University Need?

§ Well trained and committed individuals who support the mission 
and values of the university

§ Individuals who are personally committed to providing their time 
and talents to achieve the mission and living the values of the 
university

§ Staff who are good at what they do



Engagement Defined

The state by which individuals are emotionally and intellectually 
committed to the organization or group.



Give People What They Want and Need

§ Clarity in what is expected
§ Standards by which they can measure their success

§ Feedback to know how they are doing

§ Training to develop needed skills
§ To be treated with respect and as a valuable member of the team



So what does all this mean?

…we manage performance 



Performance Management

What is Performance Management?

The process of maintaining or improving employee    
performance through:

v Clear understanding of expectations and goals
v Continuous, ongoing feedback
v Coaching
v Counseling
v Assessment tools 
v Training



Performance Management Actions

Develop skills in setting expectations, using SMART goals, 
measuring results and mentoring

S.M.A.R.T. = 
• Specific
• Measureable
• Achievable
• Realistic
• Time bound



Once expectations are clear, follow through!

Don’t pull back from performance management

No excuses…

Accountability



Performance Evaluation vs. Performance 
Management

§ Evaluations = processes + forms

§ Evaluation enables Management

§ Management = routine and continuous honest communication



Common Errors in Evaluating Performance
• Surprises

• Information provided in an evaluation should not be a surprise
• Performance concerns should be addressed as they occur then summarized in evaluation

• Potential for negative reaction
• EE will focus attention on surprise information; will not absorb other information provided by 

evaluator

• Halo Effect
• EE is extremely competent in one area so is rated high in all areas

• Horn Effect
• EE may have a weakness in one area so is rated low in all areas

• Recency
• More weight is given to recent events while discounting earlier performance within rating period

• Can occur when evaluator does not document performance through the course of the rating 
period



Common Errors in Evaluating Performance

§ Bias
• Evaluator includes personal values, beliefs, and/or opinions which distorts the evaluation

§ Contrast
• Evaluator compares an employee’s performance to other employees instead of the company 

performance standard

§ Leniency
• Some evaluators may be reluctant to give low ratings

• EE not provided clear, honest feedback on performance has limited opportunity for 
improvement

• Over rating EE performance gives rise to potential future problems  



Key to an Impactful Evaluation

§ Feedback should be substantial
Ø Refrain from one sentence remarks but do not be too wordy

§ Provide specific examples of performance and/or behaviors
Ø Positive and Negative 
Ø Work product AND Interpersonal Skills
Ø Be factual and objective; leave out personal feelings/opinions
Ø No sugar coating – fair, objective, accurate
Ø No isolated incidents, unless egregious or spectacular



Key to an Impactful Evaluation

§ Maintain documentation of performance through rating period

Ø Positive and Negative 
v Training certificates, Thank You notes, emails, complaints

Ø Among most important item in personnel file 



Union Guidelines
CSUEU (Units 2,5,7,9), Article 10
§ Probationary Employee

Ø 3rd, 6th, and 11th-month evaluations
Ø Annually thereafter

§ Permanent Employee
Ø Evaluated every year

§ Temporary Employee
Ø Evaluated at periodic intervals

§ EE has up to ten (10 workdays)
Ø EE may request a meeting to be held within 7 days of request.

§ Content is not grievable; the process is grievable
§ EE can refuse to sign 

http://www.calstate.edu/LaborRel/Contracts_HTML/CSEA_Contract/2014-17/Article10.pdf

http://www.calstate.edu/LaborRel/Contracts_HTML/CSEA_Contract/2014-17/Article10.pdf


Rating Performance
Section A – Rating Scale
§ Performance Review Criteria

Ø Reference tool to assist with rating performance
Ø Think about each factor carefully

v Value of factor may vary depending on the position duties
v Factors that are essential functions of duties have more 

impact







Determining Overall Rating

§ Should reflect a true overall assessment of performance
Ø Based on observations and documentation 

§ Should not be an average of all areas rated
Ø Though an EE may receive more 4s than 3s the rating should be determined 

by those factors with most impact on performance



Rating Performance

Section A – Rating Scale
§ EEs Who Supervise Others

Ø Applies to any EE who supervises others (including Student Assistants)
Ø Same principles apply to this section
Ø Should be considered important factor when determining overall rating



Rating Performance
Section B – Job Strengths
§ Provide description of performance strengths

Ø Concentrate on real behaviors not adjectives
v Time, Quality, Quantity

Appropriate examples:

“EE worked diligently to meet the needs of incoming students by contributing to the creation of 
a pilot strategic peer-mentoring program.”

“EE demonstrates exceptional customer service.  He is positive and provides resources to 
visitors and callers.  The department received several compliments on EE’s professionalism 
and responsiveness.” 

Does not describe work performance:

“EE is always happy.”



Rating Performance
Section C – Progress Achieved
§ Discuss any progress achieved during last rating period

Appropriate examples:

“EE has demonstrated a new willingness to take on new/different responsibilities and 
schedules as required by the varying needs of the office.” 

“EE has improved in the observance of assigned office hours, arriving on time
the majority of this rating period.” 

Does not describe work performance:

“EE is stellar.”



Rating Performance
Section D – Required Improvement or Correction
§ Discuss areas of performance or behaviors that require improvement
Appropriate examples:

“EE doesn’t appear engaged with her work and sometimes seems distracted; it has been 
observed that she plays card games on her computer during her work shift.”

“EE was tasked with creating and maintaining a planning calendar. It took them several 
weeks to create the calendar and once finished, with help from others, they failed to regularly 
update as expected.”  

Does not describe work performance:

§ “EE is lazy and has a drinking problem.”

§ “I believe employee has trouble taking work direction.”



Rating Performance
Section E – Goals or Improvement Programs
§ Provide specific goals and expectations

Ø Short AND long term goals
Ø Expectation for improvement to continue indefinitely

§ Recommend or require training opportunities
§ Describe areas of growth for EEs to take work to next level
Appropriate examples:

“EE will be at his workstation prepared to perform his duties at his assigned start time of 8 AM.”

“EE should participate in CSUN professional development classes to be abreast of financial methods 
(Excel spreadsheets) that are applicable to financial planning.”

Inappropriate examples:

“EE should try to be on time sometimes. EE’s medical condition impacted some progress this year so this 
was understandable.”



Rating Performance

Section F
§ Check appropriate probationary evaluation period
§ If EE successfully completes probation check Permanent Status 

Recommended
§ If considering rejection, contact Employee Relations



Rating Performance
Comments Section
§ Utilize to summarize the overall performance and expectations moving 

forward
Appropriate examples:

“EE has demonstrated the ability and skills to succeed; she needs to focus on consistency in 
her performance and interpersonal working relationships.”

“EE demonstrated excellent customer service skills and was proactive in supporting our 
students by responding to questions timely and in a positive manner.

Inappropriate examples:

“EE needs a lot of growth to succeed here.”
“EE is pleasure to have on the team.”



Evaluation Meeting

Conducting the Meeting
§ Should be evaluator and EE only 
§ Listen and be receptive to EE input
§ Ask for clarification and acknowledge valid points
§ Be Positive – even when unsatisfactory
§ Focus on future goals and expectations
§ Consider revision, if appropriate



Rebuttal

§ If EE disagrees with performance evaluation placed in his/her 
personnel file, EE may submit rebuttal to be attached to evaluation 

Refer to appropriate CBA for complete language



Evaluation Meeting

Things to Avoid
§ Lecturing “You should know better…”

§ Arguing “That’s not the real reason.  It’s because you are…”

§ Comparing Employees “Why can’t you do it like Mary?”

§ Insulting  “You’re just not using your head.”

§ Using labels “immature,” “irresponsible”

§ Exaggerate or generalize “You are always late.”

§ Being judgmental “should,” “better,” “bad,” “worst”



Wrap Up

§ Mutual Responsibility
§ Communicate, Communicate, Communicate
§ Observe and Capture
§ Provide Fair and Objective Feedback



Questions


