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Ground Rules

1. Participation is key

2. Share problems, but focus on solutions

3. Focus on problems, not people

4. What is discussed in training, stays in training

5. Share the air and allow others to participate

6. Respect everyone’s opinions and perspectives



Icebreaker



Objectives

● Differentiate and highlight importance of performance 
management and appraisal

● Walk through the performance management cycle 

● Review guidelines and expectations for 90 day and annual 
evaluation tools

● Review guidelines and expectations of Work Improvement Plan 
(WIP) 



Types of Performance Evaluations

• 90-Day Evaluation

• Work Improvement Plan (WIP)

• Annual Performance Review 



Performance Management Cycle

Plan work and 
performance standards

Planning

Recognizing employees 
for performance & 

contributions

Recognition

Increasing 
performance capacity 

through training

Developing

Evaluating 
performance based on 

set standards

Rating

Consistently measuring 
performance & 

providing feedback

Monitoring

Employee’s first 90 days 
and continuous planning thereafter

Through regular check-ins 
with employee

Work with employee to identify 
learning opportunities and resources

Formal evaluations 
(90-Day and annually)

- Annual Recognition Ceremony
- Kudos Program

- Celebrating small wins 
every day!
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Planning...Where do you start?

• Work plans should be informed by...
o Strategic Plan

o Office/Department Assessment Goals

o Personal Goals

• Assessment goals should be informed by Strategic Plan

• Personal goals may be informed by last year's performance 
evaluation but it can also be informed by a new employee's 
interview
o What is their why? What are their career goals?



Strategic Plan Goals

• Showcase the excellence of Utica University’s academic program to attract and 
retain students. 

• Intentionally shape and incrementally increase enrollments to improve total net 
tuition revenue.

• Strengthen the University’s overall financial resilience.

• Enrich key aspects of the student experience to increase student satisfaction.

• Strengthen the University’s planning processes and procedures to support 
institutional improvement and sustainability.

• Improve the campus climate for faculty and staff to increase morale and 
retention.

www.utica.edu/college/plan/2026/Strategic_Plan_2026.pdf



...and remember! Keep your goals S.M.A.R.T.

• Specific

• Measurable

• Attainable

• Relevant

• Timely



“Lofty” Example

Goal:

“To be more fiscally responsible while maintaining quality of service.”

Issue:

Without breaking it down the S.M.A.R.T. way, this goal can feel 
overwhelming and unachievable.



“S.M.A.R.T.” Goal

Specific: I will work with my team to identify cost saving or neutral opportunities that allow for my department 
to continue delivering the same quality of service.

Measurable: I will review last year’s budget and expenses and compare them to anticipated costs for this fiscal 
year.

Achievable: I will take the budget comparisons and identify cost saving measures if possible, identify where we 
can remain budget neutral, and highlight areas of overspending.

Relevant: Based on projected numbers and identified areas of overspending, I will suggest ways to reduce costs 
to stay within budget and limit institutional debt.

Timely: I will review annual expenses to propose a budget for the upcoming fiscal year and review the budget 
on a monthly basis to ensure we stay within the set parameters.
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Annual Performance Review

Dilbert by Scott Adams



Annual Performance Evaluation 
Forms and Instructions

- Performance Review Form & Performance Review Guide

- Work Improvement Plan (WIP)

- “Needs Improvement” or “Unsatisfactory” ratings will require a WIP

- Goals preparation worksheet/guide (optional) 

- Report out on goal performance and future goals OR goal information 
can also be recorded directly in the review form

https://www.utica.edu/hr/media/pr/2025-2026_Review_Formv2-Fillible.pdf
https://www.utica.edu/hr/media/pr/2025-2026_Review_Formv2-Fillible.pdf
https://www.utica.edu/hr/media/pr/2025-2026_Review_Formv2-Fillible.pdf
https://www.utica.edu/hr/media/pr/Performance_Review_Guide.pdf
https://www.utica.edu/hr/media/pr/Performance_Review_Guide.pdf
https://www.utica.edu/hr/media/pr/Work_Improvement_Plan_Template_2024.pdf
https://www.utica.edu/hr/media/pr/Work_Improvement_Plan_Template_2024.pdf
https://www.utica.edu/hr/media/pr/SMART_Prep_and_Worksheet.pdf
https://www.utica.edu/hr/media/pr/SMART_Prep_and_Worksheet.pdf


Annual Performance Appraisal

Review packets should include…

- Completed review form signed by both employee and supervisors

- Work Improvement Plan (IF review states “needs improvement” or 
“unsatisfactory”) 

- Self-evaluation form completed by employee and discussed with 
supervisor

- Assessment of goal outcomes for previous annual review period

- New goals for following review period



What’s new this year?

Two new feedback areas:

● Communication 
○ Open communication, effective listening, conflict resolution, service-oriented 

approach in work

● Commitment to Institutional Effectiveness 
○ Engagement in department and institutional assessment activities



What’s new this year?

Updated and standardized self-
evaluation form

- Standardized form allows for 
consistency within the review 
process across departments 

- Aids in creating a foundation for 
conversation during review between 
supervisor & employee

- Allows for employee buy-in and 
sense of ownership in their goals for 
the next review period



Self-Evaluation Questions

Include but are not limited to…

• List your most significant accomplishments or contributions…

• How have you contributed to student success?

• Describe your professional development activities

• Goals for your next performance period



Work Improvement Plan



Work Improvement Plan

Length of Plan: Length should be reasonable and determined based on the number of items needing attention. 

Issue: Clearly identify the work issue in this section and be prepared to give real examples. Examples are 
important and lend to the overall credibility of the plan.

Goal: Detail your expectations here. For example, if the issue is that an employee is behind in their productivity, 
the goal area should list what the expectation is in terms of productivity for the department or for that position. If 
the issue is associated with behavior, then the goal should detail the manager’s expectation for appropriate 
behavior. 

Action Step: This area should detail very specific actions the employee can take to help them attain the goal. For 
example, if the issue is associated with behavior, an action step could be to attend a course in communications 
skills and practice techniques with the manager or supervisor.

Follow-Up: This area is key and should include formal mechanisms for follow up with the employee to ensure that 
they are on the right track. For example, a manager or supervisor may institute formal progress meetings 
(weekly, bi-weekly) until the plan is successfully completed and beyond.



Work Improvement Plan
Things to Consider

Ask yourself…

• What is your goal with the WIP? 

• Do you genuinely want this person to succeed? 

• Are these expectations reasonable and achievable in a 30-90 day period?

Every situation is different!

• REMEMBER to consult with HR before delivering a Work Improvement 
Plan



What are your questions 
or roadblocks regarding 
the annual performance 

review process?



What Makes Up Performance?

Training and 
Education

Performance



Hard Skills (Technical)

• What you see “on paper”

• Learned through education or 
hands-on experience

Examples

• Data Collection and Analysis

• Computer skills

• Systems (e.g., BannerWeb, Engage, 
Navigate, Google, MicroSoft)

• Personal habits or character traits

• Not as easy to be taught, but with 
time and practice (and 
mentorship), can be improved!

Examples

• Critical thinking

• Teamwork

• Communication

Soft Skills (Behavioral)vs
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Goal Alignment

Feedback & 
Communication
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Development



Why Performance Conversations Can Be Hard

● Out of my comfort zone (ignore it 
and it’ll go away)

● What if it backfires? 

● Fear of being the bad person

● Fear of being unfair (check 
yourself!)

● Would rather find “workarounds”

● Let it wait too long … “I’M BUSY!” 

● Employee is a friend as well

● Nice person, bad habits

● I know the person has a medical 
issue (but does HR know?)

● It’s not just about a form…it never 
ends 



Tips to Deliver Negative Feedback

1. Come from a place of care
• “I’m saying this because I believe in you and what you’re capable of…”
• “I’m giving you this feedback want you to succeed…”

2. Come from a place of fallibility
• “Is there anything I’m missing?”
• “Is that how you saw things, or do you see things differently?”
• “Is there anything I’m misinterpreting?”
• “I’ve made this mistake before myself…”
• “I may not have given you all the information…”



Tips to Deliver Negative Feedback

3. Come from a place of Curiosity
• “What do you think?”
• “Was there anything that doesn’t seem clear to you?”
• “What do you think both you and I should do to move forward?”

Most importantly…do not ignore it and hope it fixes itself!

“Conflict”   →  opportunity to erase tension



30

Principles of Effective 
Communication with SBI Model

S: “You have been lagging behind in your 
emails over the past couple of months.” 

vs

“You never seem to respond to emails.” 

B: “You are missing student appointment 
requests to discuss changes in career goals.” 

vs 

“You aren’t doing your job.”

I: “Students who are looking to change their 
major are unable to get into the courses they 
need in a timely manner which is delaying their 
graduation timeline.”



Why do performance 
conversations matter?

https://youtu.be/SVFfHq2giFo?feature=shared
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90-Day Evaluation

Employee & Supervisor Check-In 

- Provide feedback and address any early concerns 

- Supervisor should ask where they can help their employee 
continue on the path of success

- Identify training and professional development opportunities

- What can we do to improve? 



90-Day Evaluation



What happens after the 90 
days?
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Do Not Lose Sight of the Goals!

Annual Performance Review: Dilbert By Scott Adams



The Power of 1:1 Meetings

38

1. Do you hold regular meetings?

2. Do you feel like they are valuable? If so…why not?



Ineffective 1:1s

- Status updates with no real conversation 

- A runthrough of to-dos and no room for conversation regarding progress, 
roadblocks, goals, and direction

- Agendas…

- Does not exist on either end 

- Is one-sided

- Is 100% task focused 

- Time not being valued

- Meetings are rushed, rescheduled, and treated as a box checked 

39



Tips for an Effective 1:1 Meeting

Instead of… → Try…

40

• Checklist of items → connect work to growth and purpose

• These tasks tap into x skill…what can I do to help you sharpen that skill?

• Shallow conversations → get to genuinely know your employee and take interest 
in their long term goals

• Dominating the conversation/agenda → let the employee take the driver seat

• What’s on your mind? Tell me more…(and give them the space they need!) 

• Casual conversation with no actionable items → hold each other accountable

• Keep record of your conversations to follow up on loose ends and ensure you 
are both on the same page. 
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Where are these forms online?
www.utica.edu/hr

http://www.utica.edu/hr


...and don't forget!

The Employee Handbook is a great starting point for information 

• Hiring & onboarding

• Performance reviews

• Compliance policies

• Absence from work policies

• Benefits

• Personal code of conduct

• Separations & retirement

https://www.utica.edu/hr/handbook.cfm


Questions?



Supervisor 
Pain Points



Contact us at ANY time!

Office: 124 Addison Miller White Hall

Email: hr@utica.edu | Phone: (315) 792-3276

THANK 

mailto:hr@utica.edu


Resources 

Center for Creative Leadership:  
Use Situation-Behavior-Impact (SBI) to Understand Intent 

Certified Human Resource Management Professional: 
Performance Management vs. Performance Appraisal: A Comprehensive Guide

LinkedIn: 
Hate delivering negative feedback at work? 19 phrases to help make giving difficult feedback 
easier

https://www.ccl.org/articles/leading-effectively-articles/closing-the-gap-between-intent-vs-impact-sbii/
https://www.ccl.org/articles/leading-effectively-articles/closing-the-gap-between-intent-vs-impact-sbii/
https://www.ccl.org/articles/leading-effectively-articles/closing-the-gap-between-intent-vs-impact-sbii/
https://www.ccl.org/articles/leading-effectively-articles/closing-the-gap-between-intent-vs-impact-sbii/
https://www.ccl.org/articles/leading-effectively-articles/closing-the-gap-between-intent-vs-impact-sbii/
https://www.ccl.org/articles/leading-effectively-articles/closing-the-gap-between-intent-vs-impact-sbii/
https://www.ccl.org/articles/leading-effectively-articles/closing-the-gap-between-intent-vs-impact-sbii/
https://www.chrmp.com/performance-management-vs-performance-appraisal/
https://www.linkedin.com/pulse/hate-delivering-negative-feedback-work-19-phrases-help-claire-lew/
https://www.linkedin.com/pulse/hate-delivering-negative-feedback-work-19-phrases-help-claire-lew/
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