Performance Review Guidelines
Performance Review - Introducing WingSpan
This year Human Resources is pleased to launch, Wingspan by SilkRoad, a new online system that will be utilized for performance reviews. This system will incorporate the elements of our existing review process, including the employee and supervisor review forms, into an electronic system that will be easier to manage, reduce paper and provide ready access to performance review history and reports.

Click here to access WingSpan. Use your Pratt OneKey as your login name. To create a password, click on the “Reset Your Password” tab on the login screen.



 

To familiarize yourself with the Performance Review process, please take a few minutes to read the information below: 

Performance Review Period and Frequency (Administrators)
Performance Reviews are performed annually and should receive final approval and be completed on WingSpan by June 30th of each year. The relevant Performance Review period is June 1 through May 31 of the respective year. The supervisor and employee should begin preparing their respective parts of the performance review upon completion of the review period to ensure that it is completed by June 30.

Performance Review Process
1. The employee and supervisor should complete their respective Appraisal and establish goals for the upcoming year prior to meeting. Notifications of completion will be sent to the opposite party from WingSpan via email. Therefore, it's advisable to closely monitor your email during this period.

2. The supervisor must finalize the performance appraisal following the performance review meeting. If the supervisor is not the Department Head, the Department Head will be required to approve of the performance appraisal. The Department Head's approval indicates that the review was properly conducted and the overall assessment is appropriate.

3. Upon approval of the performance appraisal by the Department Head, the employee will have an opportunity to make comments regarding the final version of the appraisal and the performance review meeting at completion of the process. The employee's electronic signature indicates receipt of the review and acknowledgement of the performance review meeting and not necessarily agreement with the contents of the supervisor's review or the performance ratings.

4. The appraisals are stored on WingSpan and can be printed out or emailed from the system. Progress and important updates regarding goals, including goal completion, should be recorded in WingSpan.

Review Meeting
Both employee and supervisor share responsibility for a productive meeting and should be prepared for a constructive dialogue. The purpose of the meeting is to promote increased communication and understanding between the supervisor and employee through discussion of the following:

overall assessment of the employee's work performance;
the accomplishment of performance goals during the year and any factors affecting their attainment;
strengths and weaknesses related to the performance factors;
development of performance expectations and goals for the next review period; 
identify appropriate tools or methods to assist the employee in achieving optimal performance and professional development.

Appeal Process
1. Any employee who believes that the performance review completed by the supervisor is inaccurate or unfair should discuss this with the supervisor in the performance review meeting and explain his/her rationale in the Comments section of the final acknowledgement.

2. The employee may request that the Department Head modify the relevant section(s) of the performance review. The Department Head may choose to meet with the employee and/or supervisor, if necessary, before responding to the employee's request.

3. An employee not satisfied with the Department Head's response may request in writing that Human Resources modify the relevant section(s) of the performance review. Human Resources may choose to meet with the employee and/or supervisor, if necessary, before responding to the employee's request.

Purposes and Goals:
• accurately and consistently measuring employee performance and progress;
• providing an employee with constructive feedback; 
• identifying goals and objectives for an employee; 
• creating guidelines for improvement in areas that need further development; and
• serve as a basis for performance-related personnel actions.

Both supervisor and employee are encouraged to follow these steps:
( communicate regularly during the year regarding work performance and expectations;
( keep notes of work performance issues or incidents throughout the year to aid in the completion of the performance review; 
( review the job description and the major responsibilities of the position, noting any recent changes or updates needed;
( revisit the performance objectives established at the beginning of the year, considering any circumstances that might have affected their achievement;
( gather all documentation and other information relevant to work performance for the full review period, including work samples, reports, letters of commendation, awards, performance notes, emails, prior performance reviews, complaints, etc.;
( solicit relevant information from other individuals familiar with the employee's work performance;
( consider the effort and initiative demonstrated by the employee; 
( consider the Institute's and department's priorities and goals for the coming year;
( develop tentative individual performance goals for the next review period; 
( consider possible comments or questions the employee/supervisor may have, and whether the other's assessment will likely differ substantially;

FAQs
How will I know what my supervisor expects of my performance?
A supervisor should discuss and document, in writing, the performance expectations for each staff member during the annual evaluation process. If this has not taken place, you can initiate a conversation with your supervisor. You can make a list of what you understand your goals and responsibilities to be and review them with your supervisor.

What is the best method to meeting the expectations of my supervisor and receiving a good job performance evaluation?
Meeting your performance expectations should not be a mystery. Establishing a line of communication with your supervisor will enable you to gain a better understanding of your duties, performance expectations, and goals for your position. Once you have knowledge of what is expected of you, you can set personal goals to fulfill your assignments. You should also communicate with your supervisor on a regular basis regarding your progress at meeting the established goals and expectations. Always keep your supervisor informed of any problems or challenges you are experiencing in meeting the goals and expectations.

My supervisor has asked me to sign my performance evaluation, but I don't agree with some statements within this document. What should I do?
The staff member's electronic signature acknowledges that the Performance Review meeting was attended and the Performance Appraisal has been reviewed and does not necessarily indicate the staff member's agreement with the assessment of performance. Additionally, you may submit comments on any aspect of your performance appraisal or planning process by utilizing the Comments section in the final acknowledgement. The completed Self Appraisal and Comments will be viewable by the supervisor, Department Head and Human Resources. The staff member may submit in writing a formal appeal of the appraisal to Human Resources.

I do not feel comfortable meeting alone with my supervisor to discuss my negative Performance Evaluation. Can I have someone attend this meeting with me?
Only the staff member will be permitted to attend meetings with supervisors regarding Performance Evaluations. However, with the agreement of both the supervisor and the staff member, a representative of Human Resources may assist in facilitating the meeting(s) between a staff member and supervisor.

