
Performance Management 
Training

Non-classified Administrative / 
Professional Technical 



Agenda

o Performance management cycle
o Two-way communication 
o Basic steps for how to provide feedback
o Review the updated APT evaluation document



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 Provide continuous expectations & feedback throughout 
performance cycle

o Regular 1x1’s with direct reports, preferably every two 
weeks or at least once a month

• How are you doing?
• Status check:  review workload, responsibilities & 

projects
o Show appreciation when positive actions / results are 

achieved 



How To Provide Feedback

1. Introduce the conversation
2. Empathize (as applicable)
3. Describe the behavior / action
4. Share the impact or result
5. Have dialogue; two-way communication
6. Provide expectation(s) moving forward
7. Discuss next steps; helps create accountability
8. Say thank you

Shari Harley:  The Feedback Formula - Give 
Feedback in Two Minutes or Less



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

Refer to Handout



Part Two: Goals

Refer to Handout



Part Two:  Goals

o Goals should be:

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

o Participative: both supervisor & employee are involved 
in the development—ensures understanding & 
commitment

o Flexible enough to account for changing conditions 

o Supervisors should provide performance criteria an 
employee will be evaluated against
o Exemplary, Commendable



Common Types of Goals

o Job description related goals – not just the responsibility 
included in their job description
o Example:  

o The responsibility in the job description is to check in 
students at the front counter—this is their job 
responsibility

o A goal is to achieve or improve upon something; a goal 
directly related to their job description could center 
around decreasing student check-in by ten minutes.

o Project goals
o Defined start and end date with timeline, deliverables, 

expected outcomes, review, etc.



Common Types of Goals

o Behavioral goals
o Improve upon an opportunity for growth / area for 

improvement such as communication, interpersonal skills, 
conflict resolution, etc.

o This particular goal could be achieved by completing 
professional development

o “Stretch goals”
o Especially challenging goals used to expand KSA’s of high 

potential employees
o Example:  an employee has positive leadership characteristics 

but does not have the opportunity to supervise employees; a 
goal for this employee could be to chair a college-wide 
committee.



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 employee & attached to final 
performance document.  

o The employee should indicate the following within the 
self-appraisal & narrative achievement of goals:

o Significant accomplishments achieved during the past 
year.

o Their strengths & areas of improvement.

o The extent to which they 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

• Overall “Needs Improvement” must go through HR Director 
before meeting with employee

• “Needs Improvement” requires Performance Improvement 
Plan or Letter of Corrective Action (developed with HR 
Director)

o Job description review



If Performance Needs Improvement, Consider:

o When were expectations given and what supportive documentation 
for these expectations do you have? (e.g. Signed Office 
Expectations)

o How is performance not meeting the requirements of the job and 
what examples / documentation do you have?

o What action can you take to assist or support the employee in 
improving performance? What resources are available?

o What action does the employee take to improve their performance?
o How significant is the unacceptable performance?  Is it a critical 

area of the employee’s job?  Does it affect other employees or 
customers?

First Step:  Call Patty Davies, HR Director 303-352-3310

An overall needs improvement rating cannot
be given without HR involvement.



Evaluating Performance

o Review information discussed during mid-
year review

o Review self-appraisal / narrative
o Assess goals objectively:  results versus 

expectations 
o Use all resources gathered throughout the 

plan year



Second Level Supervisor Review

o All performance evaluation ratings must be 
reviewed and approved by your supervisor 
(the employee’s second level supervisor) 
before you meet with the employee



Part Five: Final Overall Evaluation

Refer to Handout



Additional Items

o Performance plan & evaluation form is a working document
o Originals & copies:

• Performance plan – original with supervisor / copy with 
HR

• Mid year – original with supervisor / copy with HR
• Final annual evaluation – all original copies, including 

above to HR / copy with supervisor
o All performance evaluation ratings must be reviewed and 

approved by your supervisor (the employee’s second level 
supervisor) before you meet with the employee

o Needs Improvement = Human Resources



Summary of Key Points

o Follow the performance management cycle
• Expectations & feedback throughout 

performance cycle is critical
o Meet established deadlines; be proactive & plan to 

meet established deadlines
o Five parts to updated APT evaluation document
o HR is your resource, reach out for any guidance or 

support
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