Performance Management
Communications and Training Plan

University Talent Management Roadmap

The University Talent Management Roadmap is a framework that shows the six unique stages of talent
management that contribute to high organizational impact and a talented and engaged workforce.
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In the second stage of the roadmap, Manage Performance, we will focus on setting effective goals,
establishing ongoing check-ins and setting simplified, meaningful reviews.
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College benefits

e Practices are aligned to advance key priorities, including equity, diversity, and inclusion.
e Supervisory skills advance to effectively engage and manage employee performance.
e Bench strength increases and existing talent/strengths are utilized more effectively.
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Timeline

This process contains a series of locally led workshops. Like the Supervisory Development Facilitated
Course and Self-Paced Certificate, these workshops create important opportunities for discussion and
practice and are an opportunity to check for understanding, all of which are important elements of

learning and development.

Step 1: Prepare with Senior Leadership

Role

Responsibility

TM & HR Consultation

Assess employee and supervisor performance management needs for
the coming year, considering strategic priorities and employee
engagement opportunities. Request your unit’s Talent Management
Index, a subset of talent management-related engagement survey items,
from [td@umn.edu. Build plan to include communications, workshops
and resources, acclimating new supervisors, promote supervisory
development program.

Senior Leadership & HR
Endorsement

(as needed) Share plan with senior leaders to provide overview, garner
leadership support, etc.

Communication
Audience: all employees
(Civil Service, labor
represented, P&A)

Communication about expectations of the coming year, aspects of the
process (existing and new), and workshops available. Also, see the email
templates for initial implementation or practice enhancement adoption.

Kick-off

Purpose: initial
implementation and
practice enhancements

Senior leadership and HR provided info session for any new practices
and processes.

Step 2: Guide staff through the annual performance cycle

Sequence of Events

Resources

Employees and

supervisors create goals.

Invite template for Setting Effective Goals (60 min) workshop
Audience: employees and supervisors
e Information and strategies for setting goals effectively, including
opportunities to practice.

{em-generat rompt to enter |
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mailto:ltd@umn.edu
https://docs.google.com/document/d/1xSgIyKWz61D125QUkUeDTAxqRpo2N9ph0WfpvIVw1Z8/edit?usp=sharing
https://docs.google.com/document/d/1qprbWCp1KS5vTgP8N6CKtoZFv1hhWjaxEMsP8nnEaek/edit?usp=sharing
https://docs.google.com/document/d/1Gx9SBiefr7T5ROZvS_StCFyyosBVMaIxUXruhcEMdHg/edit?usp=sharing
https://docs.google.com/presentation/d/1m3pA3jzxb6Rc-21tpxG4OD9_Dzf2XINRNDmjoaneGKo/edit#slide=id.g29b29b3433f_0_10
https://docs.google.com/document/d/1Q8_8nGIzF0m6OH_4Z_bFCpba8061qKMv/edit#heading=h.pjk00bf1ctrv
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Sequence of Events Resources

Audience: employees and supervisors

Supervisors calibrate employee goals.
Email instructions from HR Leads
Audience: supervisors

Employees and Invite template for Conducting Ongoing Check-ins (60 min) workshop
supervisors conduct Audience: supervisors

ongoing check-ins and e Information and strategies to effectively conduct on-going
adjust goals as needed. check-in and strategies to provide feedback.

tem-generat rompts for ongoing check-in
Audience: employees and supervisors

Invite template for (optional) Navigating Difficult Performan
Conversations workshop (60-90 min)
Audience: supervisors
e Scenario based workshop to focus on strategies to use when
giving difficult feedback.

Close out performance Email template for performance evaluation process and deadlines.
cycle.

Employees provide input and submit to supervisors
Invite template for (optional) Assessing Your Performance (60 min)
workshop
Audience: employees
e Information and strategies to successfully provide input to the
performance evaluation, including roles and responsibilities,
timeline/due dates.

System-generated prompt for employee input
Audience: employees

Supervisors write performance evaluations

Invite template to Evaluating Performance (60 min) workshop
Audience: Supervisors
e Information and strategies to successfully write and deliver a
meaningful performance evaluation, including roles and
responsibilities, discussion about ratings and timeline/due dates.

m-gener. rompt for rvisor evaluation
Audience: supervisors
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https://docs.google.com/document/d/168kgLxmPOx_JBTRomQh3YUy7xdQfqa2Z22TRbr925ew/edit?usp=sharing
https://docs.google.com/document/d/1hXI6SqmHs9meIBrm7ReEWYBoNA5OWB2DM8cR2MyCH40/edit?usp=sharing
https://docs.google.com/presentation/d/1aWr3_Ny1zDxaKbENsF9Rb4aeLFMEPj69l_RLpmYl_yQ/edit#slide=id.g2b1705ea39d_0_480
https://docs.google.com/document/d/1Q8_8nGIzF0m6OH_4Z_bFCpba8061qKMv/edit#heading=h.pjk00bf1ctrv
https://docs.google.com/document/d/1kWDmhc7AldvPeKpaPq0s73ltHaW4qoEhky8nAfJGm4I/edit?usp=sharing
https://docs.google.com/presentation/d/1vPOlRI6dgWzWJ2wLI4yYBjlajVfCR4MWDnRX7LE8FGI/edit?usp=sharing
https://docs.google.com/presentation/d/1vPOlRI6dgWzWJ2wLI4yYBjlajVfCR4MWDnRX7LE8FGI/edit?usp=sharing
https://docs.google.com/document/d/1xVoNMCL-M7xToZCDK4j_jaUlu1yOSf-v9LtfAu8q8KU/edit?usp=sharing
https://docs.google.com/document/d/1HgkQ6gbIayh9O1eojEAKjGDXruLHMyPIdN5IVj5SkSw/edit?usp=sharing
https://docs.google.com/presentation/d/1AeVwFEE0U5i5mDkqfCQvVt5c2JEtlqTYgTBoo2GyXg8/edit#slide=id.g2627d5212d5_0_76
https://docs.google.com/document/d/1Q8_8nGIzF0m6OH_4Z_bFCpba8061qKMv/edit#heading=h.pjk00bf1ctrv
https://docs.google.com/document/d/18FUkj03pbvotyrcrFvjpXcLlIsB5sEnvAOcyeF_vcD4/edit?usp=sharing
https://docs.google.com/presentation/d/1_b-hCQINmYaNJN-tYdJv8_9mp8thKXuGYrwvah7LHek/edit#slide=id.g2b69e7131d7_0_0
https://docs.google.com/document/d/1Q8_8nGIzF0m6OH_4Z_bFCpba8061qKMv/edit#heading=h.pjk00bf1ctrv
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Sequence of Events Resources

Supervisors participate in performance calibration. It is helpful to phase
this in over the course of two years.

Invite template to Calibrating Performance Evaluations (60-90min)
workshop

Audience: supervisors
e Information about the process and intent of calibration; a method
for reducing bias and increasing accuracy and consistency of
evaluation criteria.
Also, see the email template for creating transparency around calibration

and the Facilitator's Guide to Conducting Calibration.

Supervisors and employees meet to discuss the performance evaluation.
System-generated prompt for evaluation discussion
Audience: supervisors

Employees sign performance evaluations.

Supervisor onboarding guidance

e Bring new supervisors up to speed on these practices by completing the New Supervisor Orientation.
e Encourage supervisor participation in the University’s Supervisory Development Program.

Additional tools and resources

UMN's performance management practices

Supervisory Development Programs and content library
Talent Management Toolkit for HR professionals

Performance Appraisal Tool website and administrator’s quide
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https://docs.google.com/document/d/1vXNHiSa1gpXqG_Itqc443Syj1R6Y4KxXpcXEjqLQ9nk/edit?usp=sharing
https://docs.google.com/presentation/d/1QJckix5M1TxQ3Z8jWj-26DPUmGVSHLmcBcqUqsAoAro/edit?usp=sharing
https://docs.google.com/document/d/1mQghj7mk3kS0H8z3YQr-MH2oRbkV_u0b6PlKceXTEnE/edit?usp=sharing
https://docs.google.com/document/d/1EjnBPr0c0yCU3n0R1nIz4i1UTqk6g8N_wcXO6P6-MCM/edit?usp=sharing
https://docs.google.com/document/d/1Q8_8nGIzF0m6OH_4Z_bFCpba8061qKMv/edit#heading=h.pjk00bf1ctrv
https://supervising.umn.edu/NSO
https://supervising.umn.edu/
https://humanresources.umn.edu/supervising-u/performance-management
https://supervising.umn.edu/
https://supervising.umn.edu/z-course-materials
https://sites.google.com/umn.edu/talent-management-toolkit/performance-management
https://humanresources.umn.edu/performance-management/pat
https://docs.google.com/document/d/1Q8_8nGIzF0m6OH_4Z_bFCpba8061qKMv/edit?usp=sharing&ouid=105213393654643249085&rtpof=true&sd=true
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