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Performance Dialogue for Union-Represented Employees
[image: process diagram: University mission, unit values and goals in center; circular path surrounding with lable for Plan, Assess, Develop, and Recognize.]

	Employee Name:
	Click here to enter text.

	University Title:
	Click here to enter text.

	Unit:
	Click here to enter text.

	Supervisor Name:
	Click here to enter text.

	Review Period:
	Click here to enter text.









Instructions
Before the performance dialogue (PD) meeting, staff member and supervisor complete Section I separately based on individual perceptions. Supervisors and staff members can attach an additional page with comments or further description of ratings. The staff members completes Section II prior to the meeting. For section III, the supervisor designates the overall rating; both the staff member and supervisor provide comments and signatures. During the PD, supervisors and the staff member dialogue about the extent to which the staff member demonstrates the following factors and discuss developmental ideas. Return the completed PD to your HR department. The completed dialogue will be filed in the employee’s HR file. Call your HR contact with any questions. 

Section I: Performance Dialogue
	Ratings based on individual’s performance in relation to expectations set by job description, 
work rules, policies, and procedures.
	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	
	1
	2
	3

	Skills for Success
	Inclusiveness: Demonstrates the ability to communicate across difference to create a collaborative, collegial, and caring community; increases cooperation, honesty, openness and a welcoming environment for all and speaks up when others are being excluded or treated inappropriately; supports/increases participation of key and diverse employees in career/professional development opportunities and in campus/community involvement; actively supports work/life integration in the workplace; recruits, hires and engages high performing diverse employees.

	
	
	

	
	Adaptability: Anticipates and adapts to changing priorities and additional demands; is flexible, open and receptive to new information, ideas and approaches which enhance Cornell’s capacity to thrive in the future; embraces, promotes and implements change; modifies one’s preferred way of doing things when it benefits the whole focusing on long-term vision rather than short-term gains.

	
	
	

	
	Self-Development: Is self-aware; seeks and acts upon performance feedback; seeks and acts on opportunities for development; takes measures to ensure personal well-being and balance; works to continuously learn and improve; applies learning to evolving assignments.

	
	
	

	
	Communication: Expresses thoughts clearly, both orally and in writing; demonstrates effective listening skills; seeks to understand and be understood; asks questions and shares knowledge and information to help others clearly understand processes and desired results; gives, receives and acts upon helpful and timely feedback.

	
	
	

	
	Teamwork: Shows respect, compassion and empathy for others, even in difficult situations, building an environment of trust; works effectively and cooperatively with others, willingly admitting mistakes and offering apologies; acknowledges the support and contributions of others, involving them as appropriate when outcomes will impact their work; has a positive attitude and understands how behaviors impact others.

	
	
	

	
	Service-Minded: Is diplomatic, courteous and welcoming, striving to satisfy external and internal customers; supports ideas, solutions and changes to processes to ensure high quality outcomes; reaches out in a timely and responsive manner to resolve problems and conflicts; negotiates well, finding and orchestrating win-win solutions.

	
	
	

	
	Stewardship: Strives to develop and implement best practices; encourages others to adopt a culture of sustainability and efficiency; demonstrates high standards of personal conduct and owns the consequences of one’s own actions; exercises sound and ethical judgment no matter how difficult or contrary; considers environmental, economic, compliance and social impacts in decision-making; shows commitment to unit and university goals and delivers results. 

	
	
	

	
	Innovation: Looks for advancements in products, processes, services, technologies or ideas; identifies opportunities in challenges and shows initiative to make changes; demonstrates innovative, creative and informed risk taking; shows foresight and imagination to see possibilities, opportunities and trends. 

	
	
	

	
	Job Skills: Demonstrates competence in tools, equipment, software and technologies to effectively complete assignments and job tasks; maintains professional certifications, licensing and education in functional expertise and effectively applies knowledge; understands, interprets and applies regulations, policies and contracts to deliver effective results; uses good judgment, information and observations to evaluate and recommend actions to support decisions and deliverables.

	
	
	

	Job  Specific Responsibilities

	Following Work Procedures/Safety: Adheres to department work procedures as trained, and provides    services with safety in mind at all times. 

	
	
	

	
	Judgment/Problem Solving: Extent to which decisions and actions support departmental policies, goals. 

	
	
	

	
	Attitude: Amount of interest and enthusiasm shown in work.

	
	
	

	
	Technical Knowledge: Proficiency in use of procedures, tools, equipment and other materials necessary to  
 accomplish work. 

	
	
	

	
	Job Knowledge: Demonstrates understanding of position requirements, department procedures, objectives,  
duties and responsibilities.

	
	
	

	
	Dependability: Extent to which employee can be counted on and follow-through. 

	
	
	

	
	Work Organization/Time Management: Extent to which time is used wisely, in an organized and efficient manner to achieve the best results possible.

	
	
	

	Productivity
	Attendance: Extent to which a good attendance record is maintained, and recognizes its importance to the overall effectiveness of the service we provide.

	
	
	

	
	Quality of Work: Accuracy, thoroughness, effectiveness, and dependability of results.

	
	
	

	
	Quantity of Work: Amount of satisfactory work produced in relation to established expectations.
	
	
	






Section II: Development

1) What have been your major accomplishments over the past year? What would you like to accomplish over the next year in your current position? 








2) If you would like to take on higher levels of responsibility or advance during your career please list your career goals. 









3) What training or development would you like to pursue in order to achieve your job and/or career goals? What support or resources do you need from your supervisor? 







Section III: Overall Evaluation

	Does Not Meet Expectations: Does not meet significant position requirements. Requires improvement in areas noted. Performance Improvement Plan must be developed and monitored in conjunction with HR. Progressive discipline may be initiated in accordance with contract provisions. 

	1
	

	Meets Expectations: Fulfills position requirements, consistently meeting established goals and expectations. Performance makes the expected contributions to the department and university. 

	2
	

	Exceeds Expectations: Works at a superior level in most aspects of performance. Exceeds goals and expectations for most position responsibilities. Performance makes an exceptional contribution to the department and university. 

	3
	








	Supervisor's Comments

	







	Employee’s Comments

	









I have provided the staff member with a current position description, reviewed applicable work rules, and completed and discussed the Performance Dialogue with him/her.


Immediate Supervisor: _________________________________________________ Date: Click here to enter a date.	       				    
_____________________________________________________________________
                                        (Print Name)    


Next Level Supervisor (if applicable): ____________________________________ Date: Click here to enter a date.

_____________________________________________________________________
			    (Print Name)


I have reviewed this document with my supervisor. My signature indicates that I have completed these discussions, but does not necessarily imply my agreement: any areas of disagreement are noted in my comments above (or in the attached document). I understand that I am entitled to receive a copy of this form and attachments, with all required signatures. 
	
	Staff Member: ________________________________________________________Date: Click here to enter a date.
                                 
       ______________________________________________________________________	
                                                (Print Name)
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