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Performance Planning and Review (PPAR)

Process Guidelines for Employees
The PPAR process was designed to engage both the supervisor and the employee into what customarily is viewed as a timely obligation that supervisors must do.  The PPAR process is not a supervisory punishment nor is it only a tool to evaluate the employee’s performance.  It is a wonderful way to review the past in order to plan and make way for the future.  Remember that the process is only as good as you make it.  As an employee, please let your supervisor know how important the process is to you.  You deserve your supervisor’s full attention and support – your PPAR time is your time.
The Performance, Planning and Review (PPAR) evaluation process also incorporates our University’s five strategic priorities as defined in the strategic plan.  It is important that all employees are able to tie their goals to the strategic priorities; we can all contribute in the success of this University.

PPAR Date:   

All NFE PPARs are due on or before March 15th of every year.  

All CSA PPARs will now be due on or before May 31st of every year.

Athletics – Coaches and Assistant Coaches will now be due 6 weeks after the completion of their specific season.
PPAR Form – Where Do You Find It?

The PPAR form and relevant documents are conveniently located on the Human Resources web site under “Performance Evaluations” (www.hpcnet.org/hr/performance).  

The PPAR Definitions and Sample Questions document, which is located at the same site (www.hpcnet.org/hr/performance), defines each “Item for Discussion” and provides you numerous sample questions that may be used by your supervisor.    

Preparation:  

CSA Employees:
Your supervisor will provide you the “Employee Input” section with a total of five questions that they would like you to respond to, three standard questions and two unique questions provided by your supervisor.  This section’s purpose is to draw out discussion relevant to your wants and needs, with efficiency, productivity, and employee satisfaction in mind.  

Once you have written responses to the questions on the form – electronically or by hand – bring it to your PPAR meeting to discuss with your supervisor.  Be honest and forthright with your supervisor.  You may be surprised at the value of this discussion.
NFE Employees:

For NFE employee’s there are a few more areas to complete.  You will need to fill out the professional development area and the planning phase.  Professional development is very important on our campus and this is a critical area to focus on.  

The planning phase instructions are located on the PPAR form.  This is the location where you will be responsible to provide the goals that you have been working on in the past review period as they relate to your department and the university’s strategic priorities.  Your supervisor will be rating you in relation to your performance on those goals.  This then goes in to the calculation that is used for salary increases every year.  The second part of the performance goals area is where you set forward goals for the coming year and how you tie them in to your department’s strategic priorities as they relate to the University’s priorities.  These goals will then be rated on the next year’s PPAR.  

PPAR Planning:  
Don’t forget – this is quality time for you and your supervisor -- prepare by identifying any issues and/or concerns you have been having, goals that you wish to set, etc. 
PPAR Meeting:  

This is quality time being spent with a person who is key to your professional and sometimes personal success.  Organize your thoughts and develop direct, easy to understand messages and responses.  Keep in mind, no one is perfect and there is great value in receiving constructive criticism.   

Your supervisor is encouraged to begin your session by identifying and defining each “Item for Discussion”.  Be sure to listen to the expectations for each area.  You may be asked how you view your “Attitude” in relation to the defined expectation for “Attitude,” for example.  Your supervisor should provide you their opinion of how they view each discussion item.  Be sure to be honest with your supervisor and seek their guidance on how to better meet their needs.  Use them as your coach and learn from them.
Your supervisor will discuss your answers within the “Employee Input” section.  You have a great opportunity here to communicate your needs and wishes.    

NOTE:  If you have serious performance issues you should have already been made aware of the actual issues and/or concerns prior to this time; therefore, use this time to better define expectations and ways to meet these expectations.  Ask your supervisor for immediate and ongoing feedback in order to meet the expectations of your position throughout the year.  

Finalizing the PPAR:  

After concluding the actual PPAR meeting, your supervisor will finalize the PPAR document.  They may provide further details within the “Additional Comments by Supervisor” section.  Be sure to review the document in its entirety.  You, too, have the opportunity to provide feedback to your supervisor under the “Comments by Employee” section.  This can be a great place to summarize your thoughts, needs, gratitude, etc.  

Once you have completely reviewed the document, sign/date the form, and return it to your supervisor.  They will review the document to see if you have added anything under the “Comments by Employee” section, sign/date it, make copies for you and them, and they will then forward the completed document to the Human Resources Office.  

NOTE:  Once in a great while, an employee does not agree with what a supervisor has entered and refuses to sign the document.  This is not acceptable – as the document states, supervisors and employees must sign the form.  Signatures do not necessarily indicate agreement, they merely indicate that the document was reviewed and discussed.  

Post-PPAR:                

Look for ways to improve your knowledge, skills, and abilities.  Seek improved methods to communicate with your supervisor, colleagues, and students.  Be sure to take any issues or concerns you may have to your supervisor to discuss as they occur.
