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University of Detroit Mercy  
Performance Communication System (PCS)  

Employee Self-Assessment Worksheet 

Please complete this worksheet in preparation for your performance discussion with your 
supervisor. This worksheet will be retained by your supervisor and will not be a part of your file 
in Human Resources. 

Name: _____________________________________________Date: ______________________ 

Title:  ____________________________________ Department: _________________________ 

1.	 Upon reviewing your job responsibilities, describe how you fulfilled the expectations of 
your job.

 2. a. List your contributions to achieving the overall goals of your department/division. 

b. List how you achieved your individual goals.  If you did not achieve them, state why 
not? 

3. Describe your contributions to improving customer service/satisfaction in your department 
and to the University (consider Performance Expectations and Behavioral Competencies). 

4.	 How did you contribute to and support the  University Mission  and  Identity?  Please select  
three  from the  following  list as a  starting point:  Research, Teaching, Service, Catholic, 
Jesuit & Mercy, Urban, Student-Centered.   (Visit Mission and Identity for assistance.) 

5. List exceptional contributions and/or those beyond the scope of your job you have made to 
your department since the last performance discussion. 

http://www.udmercy.edu/mission/


 
 

  

 
 

 
   

  

 
 

 
  

 
 

 
   

 

 
 

 
  

 

 
 

  

 
 

 

 

 
 

Employee Self-Assessment Worksheet, continued

 6. List areas of your performance you would like to improve. 

7. Identify notable obstacles you encountered in accomplishing your job responsibilities since 
the last performance discussion (if applicable) and some possible solutions.

 8. Identify any ideas that could improve your job, work area, or department.

 9. Describe what actions you took toward your development since the last performance 
discussion (if applicable). 

10. What areas do you need (want) to develop?  How will you achieve this? 

11. What can your supervisor do to better assist you in your position and in your development? 

12. Add any additional information that  you wish to have considered.  (Attach  separate sheet if  
needed.)   

Signature:____________________________________ Date:____________________ 



 
  

 
 

  

 
 

   
 

 
 

  
 
 

   
 
 

 
 
 

   
 
 

  
 
 

  
 
 

   
  

 
 

 	 

    

 
 

 
 
 

 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

	 

	 

	 

	 

 	

University of Detroit Mercy  
Performance Communication System (PCS)  

Supervisor’s PCS Discussion Outline 

1. Discuss employee's performance on primary responsibilities/priorities, expectations,  
performance standards, and goals in the past 6 months.  (A written summary of  
responsibilities/priorities/job description questionnaire,  and performance standards should have  been 
previously provided to the employee.)  

2.	 Review and discuss how employee’s performance related to overall department/division 
goals. 

3.	 Discuss employee’s customer service performance. 

4.	 Discuss how employee contributed to and supported the University Mission and Identity. 

5.	 Discuss employee's strengths and exceptional contributions. 

6.	 Discuss employee’s areas for improvement. 

7.	 Discuss barriers to effective work performance and job satisfaction. 

8.	 Discuss potential work process improvements. 

9.	 Discuss employee's development.  (During review period; future needs for current job; long term 
career goals and development needs to achieve them). 

10. Discuss how employee continues to grow to meet future needs/demands of the changing 
environment. 

11. Discuss employee's feedback/constructive suggestions for supervisor. 

12. Discuss other work related topics/items not covered elsewhere in the PCS. 

13. Discussion Summary 

14. Additional factors for supervisors only 



I 

Performance Communication Discussion Form 

Employee: Clock#: 
Job Title: 
Department: I }vfeeting Date: 
This foom is to document that the follOl\ing ropks ba\-e beudi!cussed wni-a:nnU4lly (2 times per year). Supporting docummtation ::houJd 
be retained in d:e departrnP.nt by the supenisor. 

DISCUSSION POINTS 
f1 jse the i.;..-'htj..-bted ooitm for a ne\V emolovee' s 3-month eYaluation) 

CbKkOff 
Wl::eo Dotle 

J. Discuss employee's pelfonnmce on primary resporuibilitie3/pri~ expectations, perfonnance rundal'd.3>
and goals in tbe pa:.t 6 m.on.tlu. ?i '11.'rinen summary Qfrt~']JOnsibilfriWprio1'iri~and JM.farmt»lCe staxdal'ds 
and the jcb dsscription qu6"SflD'nMin should have bu1l pmriousQ; pNJ\·ided to W empto,y-ee..) 0 

a 
0 
a 
0 
0 
0 
0 

0 

a 
0 
a 
a 
a 

a 

2. RE:vie,,· and discuss ho\\' enployee's perfonnance rel31ed to 0\1e?all deparu:c=nt'dii:ision goals.

;. Discuss employee's customer sen ice perfonnan.ce. 

•• Discuss how employee cootrfbuied to and supponed the Ultivesiry Mtlsion and Id>mtity . 

;. Discuss employee's strengtb and exceptional cOtttributions. 

6. Discuss employee's areas for i:mprot-e:::nent. 

7. Discuss banien to eff&tive t\'Cuk performance and.job $3lisfactioa. 

s. Discuss potemial n'Olk process improt-emenu. 

9. Discuss employee's development (dwing reviet\' period; future needs for cunem job; long tenn career goals and 
de\·elop:nem needs to achiei.-oe tbem). 

JO. Di!cuss how employee continue to g:ro\\' to meel future need$/dE:mands of the cltmging eit\.-ironman. 

J J. Discuss employee's feedbackfc:orutructive suggestions for supeniror. 

12. Di!cuss other \\wk related topics/items cot CO\'ered e-lseniwe in the PCS. 

13. Employ ff ns pro,·ided with a briefl\·ritttn s.ummary of points discussed, i:acludlag goals aa d 
responsibilititslpriorities for the aut 6 months. 

FOR SUPER\IJSORS!llANACERS ONLY 
14. Discuss "Additional Factors for Su-nisor~· tDerformaace E-....ct.atiow:\ 

Emplo)·ee meets current expectations Yes iJl flNo• 

*If No, completed Performance Im.pro,·ement Plan is required and is att.acbed to tbis form. 

These. topics have been discussed and a summary was prol-;ded by:

Emn}o,'ee S '9ature aad Date Sunen1isor S!-ature and Date

I have revie\ved the documents related to this employee's performance and agree with the supervisor•s overall 
assessment 

Print name of next level of s~enrision Reguires Sigiiature and Date 

University of Detroit Mercy  
Performance Communication System (PCS)



 
  

 
 

 
 

 
 

 

 
  

 

 
 

 
 

 
  

University of Detroit Mercy  
Performance Communication System (PCS) 

Performance Communication Discussion Form, continued 

Please provide any  comments below.  Attach additional sheets as necessary. 

Supervisor Comments: 

Employee Comments: 

Employee Signature: ____________________________________   Date: __________  

Supervisor Signature: ___________________________________ Date: __________  



  
  

 
  

 
    

  
 
 

  
  
  
  
  

 
 

 
  

  
   
   
  
 

 
   
    
  

 

  
 

  
_________________________________________________________________________________ 
 
_________________________________________________________________________________  
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University of Detroit Mercy  
Performance Communication System (PCS)  

Performance Improvement Plan (PIP) 

Supervisor/Manager – After meeting with your employee to discuss the issue, please complete this form as a record of your 
discussion.  Attach any other relevant documentation.  You may make revisions to this form and/or use separate sheets of paper. 

Date: . 
Employee Name: 
Employee Title: 

Supervisor Name: 
Supervisor Phone #: 

Please ensure that the following agenda items are covered in your Performance Improvement 
Plan discussion: 

 Identify the specific performance issue(s). 
 Discuss the impact of the issue(s) on the department and the University. 
 Obtain the employee’s feedback. 
 Discuss expected behavior or performance. 
 Discuss developmental objectives (include internal/external resources necessary to influence 

improved performance and outcomes). 
 Discuss action steps that will be taken by the employee. 
 Discuss action steps that will be taken by you, the supervisor. 
 Discuss a resolution 

Next formal review discussion date ______________________  
[depends on severity of issue(s)] 

State the consequences for substantial lack of improvement: 

Summary of meeting and above agenda items: 
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_________________________________________________________________________________ 
 
_________________________________________________________________________________  
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________  

 
 

     
    

    
 

 

University of Detroit Mercy  
Performance Communication System (PCS)  

Performance Improvement Plan (PIP), continued 

Employee’s Comments: 

* * * 

Supervisor Signature . Date . 
Employee Signature Date 
Department Head Signature Date 
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