
Employee and manager roles and responsibilities during this process include: 

Employee Manager 
• Employees will meet with their 

supervisor to discuss their previous 
achievements and to develop new goals 
for the future.  When using the tool for 
the first time, this section can be left 
blank and time spent will be used to 
establish goals/objectives. 

• Employees should think about some 
attainable goals they would like to 
achieve as well as steps that can be 
taken to fulfill those goals prior to the 
meeting with their supervisor. 
Employees should be prepared and 
ready to discuss their goals at the 
meeting.  

• During the meeting, employees can 
describe previous accomplishments as 
part of the review of previous 
experience.  

• During the discussion, employees 
should express their potential goals and 
further develop those goals with their 
supervisor. 

• By the end of the meeting, employees 
and supervisors should agree upon a set 
of goals for the next review period. 

• Employees should record any 
additional comments they may have 
regarding their performance evaluation 
at the bottom of the form, in addition to 
linking their individual goals to either 
department or university-wide 
initiatives. 

• Employees should sign and date their 
PPD form (a signature indicates that 
the employee and supervisor have 
met, discussed, and agreed upon 
achievable goals for the following 
review period). 

• Supervisors should designate time for 
scheduled meetings with each 
employee. 

• Supervisors should meet with each 
employee to discuss previous 
achievements and to evaluate 
employees based on their 
accomplishments.  When using the tool 
for the first time, time should be spent 
on establishing goals and objectives. 

• Supervisors should ensure employees 
goals support or are aligned with the 
department and university’s goals.  

• Supervisors should discuss and develop 
new goals with each employee. 

• Supervisors should recommend 
resources or tools that employees can 
utilize to help achieve those objectives.  

• Supervisors may use the discussion 
questions attached below during 
meetings with employees to facilitate 
discussion. 

• Supervisors should record any 
additional comments they may have 
regarding the employee’s performance. 

• Supervisors should sign and date the 
PPD form (a signature indicates that 
the supervisor and employee have 
met, discussed, and agreed upon 
achievable goals for the following 
review period). 

 

 

 



Employee Manager 
Together 

Review and revise Performance Plan. 
Review the competencies and discuss areas of strength and opportunities for improvement. 
Meet for “check-in” sessions. Have a RAP session: Review, Assess, and Plan. 
Adjust Performance Plan as necessary based on university and or department needs. 
Collect relevant feedback from others familiar with employee’s performance. 
Meet for a year-end performance review discussion. 
Identify areas for growth and development. 
Plan for continuous learning opportunities. 
Coach, mentor and counsel employee for optimal performance and engagement. 
Ask employee for input on responsibilities, contribution and alignment. 
Align with individual goals with strategic plan. 
Reflect, learn, commit and do. 
Create an environment open to possibilities and focused on action toward goal accomplishment. 
 


