
Performance Management 
Training

Non-classified Administrative / 
Professional Technical 



Step 1: 
Performance 

Planning

Step 2:
Mid-Year 
Review

Step 3: 
Year End Final 

Evaluation

Performance Management Cycle

Expectations & 
Feedback Throughout 

Performance Cycle



Important Dates

o Cycle begins April 1st and ends March 31st each 
year

• Performance plan:  April 30th & within 31 
days of date of hire, transfer or promotion

• Mid-year review:  October 15th

• Final annual evaluation:  April 15th



Two-way Communication

o Supervisors should provide continuous expectations & feedback 
throughout the cycle

o Regular 1x1’s with supervisor, preferably every two weeks or at 
least one a month

• How are you both doing?
• Status check:  review workload, responsibilities & projects
• Keep supervisors informed on your progress; discuss any 

concerns you may have
o Ask questions if there is any uncertainty
o HR is your resource, reach out for any guidance or support you 

may need / want



Revised APT Evaluation Document

Five Sections:
1. Core competencies
2. Goals
3. Mid-year review
4. Final self-appraisal & narrative achievement of 

goals
5. Final overall evaluation



Part One:  Core Competencies

o Core competencies for all APT employees 
o Supervisor competencies; N/A if not applicable

• Plan: review each core competency with the 
employee. 

• Mid-year: review overall progress, identify 
any areas for improvement if needed

• Final eval:  rate each core competency 



Part One:  Core Competencies

Refer to Handout



Part Two: Goals

Refer to Handout



Part Two:  Goals

o Goals should be specific to the employee’s job and 
related to College, Department and/or Divisions 
goals and CCD’s Strategic Plan. 

• Plan:  review each goal with the employee

• Mid-Year:  review progress & update goals as 
applicable

• Final Eval:  rate each goal



Common Types of Goals

o Job description related goals
o Project goals
o Behavioral goals
o “Stretch goals”

• Especially challenging goals used to expand 
KSA’s of high potential employees



Writing Goals

o Clearly written; including  terms of quality, 
quantity and timeliness.

o Smart goals
Specific & easily understood
Measurable & objective
Attainable
Results-oriented
Time bound



Additional Considerations for Goals

o Objectives established over a period of time
o Performance criteria provided for what the 

employee will be evaluated against
o Aligned with overall CCD goals & strategic plan
o Effective goals are participative, both supervisor & 

employee are involved in the development—
ensures understanding & commitment

o Flexible enough to account for changing conditions



Performance Plan Agreement

Refer to Handout



Part Three:  Mid-Year Review

o Mid-year covers April 
1st through 
September 30th

o Opportunity to revise 
goals as needed 

o Space is provided for 
employee and 
supervisor to 
comment on progress



Part Four:  Self-Appraisal / Narrative

o To be completed by you & attached to final performance 
document.  

o Should indicate the following within the self-appraisal & 
narrative achievement of goals:

o Significant accomplishments achieved during the past 
year.

o Your strengths & areas of improvement.

o The extent to which you achieved goals from this 
year’s goals indicated within Part Two.



Part Five:  Annual Evaluation

o Overall performance rating must be supported by final 
individual ratings for core competencies and goals. 

o Provide written explanation for overall “Exemplary” and 
“Needs Improvement” ratings; recommended for 
Commendable

o Job description review



Part Five: Final Overall Evaluation

Refer to Handout



Summary of Key Points

o Be knowledgeable about the performance management 
cycle

• Keep supervisors informed on your progress; 
discuss any concerns you may have

o Ask questions if there is any uncertainty
o Five parts to updated APT evaluation document
o Take time to develop your self-appraisal / narrative and 

include what supportive documentation you may have.
o HR is your resource, reach out for any guidance or 

support

Please complete survey emailed to you after session.
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