
 

 
Performance Development Program 

 Employee:       PERNR:       

 Classification/Job Title:       

 Organizational Unit:       Date Due:        

 This form is to annually document that the following topics have been discussed.  Supporting 
 documentation should be retained by the department.   

 

AGENDA 
 

Check off 
when done 

 
 Discuss employee's performance on primary responsibilities/priorities in the past year. 

  (A written summary of responsibilities/priorities should have been previously 
  provided to the employee, if requested.) 
 

- Revise written responsibilities/priorities for the coming year, as needed. 
  (If revised, provide updated copy to the employee upon request.) 
 

- Discuss how they relate to overall unit objectives. 
 

 Discuss employee's strengths and/or areas for growth (see behavioral competencies on 
the back). 

 
 Discuss barriers to effective work performance and job satisfaction. 

 
 Discuss possible work process improvements. 

 
 Discuss employee's development (over past year; future needs for current job; long term 

career goals and development needs to achieve them). 
 
 Discuss whether employee continues to grow to meet future needs and demands of the 

changing environment. 
 
 Discuss employee's feedback/constructive suggestions for supervisor. 

 
 Discuss anything else the employee or supervisor would like to address. 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 Supervisor/Employee Comments:          

 Employee meets or exceeds current expectations:                 Yes  No*  
        *If no, Performance Improvement Plan needs to be completed (form available from Human Resources at 517-353-4330). 
 

 
 These topics have been discussed by: 
 
 Employee Signature ____________________________________________  Date_______________  
 
 Supervisor Signature ___________________________________________   Date_______________  
 
        Human Resources ____________________________________________      Date _______________ 
 
 

When Performance Development Program discussion is completed, provide a copy to employee, retain a copy for department 
file, and send original to Human Resources, 120 Nisbet Building. 



Behavioral Competencies 
 

Behavioral competencies encompass knowledge, skills, attitudes, and actions that distinguish 
excellent performers.  The following behavioral competencies should be considered during 
performance review discussions.  Other competencies, which are specific to your unit’s strategic plan 
or the employee’s development plan, may also be used. 
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 Teamwork/Cooperation (within and across units) 

 Customer Orientation 

 Commitment to Continuous Quality/Process Improvement 

 Creativity/Innovation 

 

 

 
 
 
 Flexibility/Adaptability to Change 

 Continuous Learning/Development 

 Displays Vision 

 Leadership/Initiative 
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 Respect for Others 

 Interpersonal Skills 

 Supports Diversity and Understands Related Issues 

 Honesty/Fairness 

 Builds Trust 

 
 
 Recognizes Others' Achievements 

 Understands Others' Perspectives 

 Resolves Conflicts Constructively 

 Positive Attitude 
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 Planning/Organization 

 Problem Solving/Judgment 

 Makes Effective Decisions 

 Takes Responsibility 

 Achieves Results 

 
 Communicates Effectively 

 Dependability/Attendance 

 Job/Organizational Knowledge 

 Productivity 

 
Additional Factors for Supervisors 

 

 Coaches/Counsels/Evaluates Staff 

 Identifies Areas for and Supports Employee Development Opportunities 

 Encourages Teamwork and Group Achievement 

 Leads Change/Achieves Support of Objectives 

 Enables and Empowers Staff 

 Strives to Achieve Diverse Staff at all Levels 

 Understands Diversity Issues and Creates Supportive Environment for Diverse 

Employees 

 
MSU IS AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER 
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