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	Purpose of the Course
	A good performance evaluation should be a time of reflection and goal setting, with a plan to improve current performance in alignment with the tactical and strategic plans of the organization.  This purpose of this project is to help leaders prepare for, deliver, and follow up on performance evaluations of their team members to make the process more effective.


	Audience Description
	Team Leaders, Supervisors, Managers, Directors and Senior Leaders (any individual in the organization responsible for evaluating subordinates)

	Major Course Objectives (Terminal)
	Terminal Objective 1:  Assess each employee’s (yearly/seasonal/semi-annual) performance for evaluation period using the form and guidelines provided by the organization prior to the stated deadline.  (Cognitive/Affective) 

Terminal Objective 2:  Explain the purpose of performance evaluations and the link to organizational success. (Cognitive/affective)

Terminal Objective 3:  Write individualized SMART goals based on the employee’s job description, organization and department goals, and the individual’s development needs. (Cognitive)



	Course Enabling Objectives 
	TO1: 

· Describe using specific examples of behavior how the employee demonstrated the values of the organization (positive attitude, compassion, professionalism, knowledge/competency).  (Cognitive-evaluation)
· Determine differentiation between each point on the rating scale (does not meet, meets and exceeds performance) based on the individual’s job duties and scope of work.  (Cognitive-analysis)

· Rate each employee on their individual job performance of each duty using the scale and criteria included in the evaluation form (Cognitive-evaluation)

· Given the information derived from direct observation, documentation, self- and peer-reviews, describe how the employee met/did not meet the requirements of each job duty using specific examples. (Cognitive-evaluation)

· Explain how personal biases influence performance evaluations. (Affective-valuing)

· Apply strategies to review completed evaluations for bias and clarity. (Affective-internalizing values)

TO2:

· Using the materials from the leadership development program, describe how performance evaluations support employee development. (Cognitive-comprehension)

· Given the organization’s strategic and business plan, discuss ways performance evaluations are linked to organizational strategies.  (Cognitive-application)

· Discuss common misconceptions about performance evaluations. (Affective-responding to a phenomena)

TO3:

· Identify the components of a SMART goal. (Cognitive-comprehension)

· Revise goals so that the goals meet the criteria for SMART goals (Cognitive-comprehension)

· Given the criteria for SMART goals, create goals for each employee are specific, measurable, achievable, realistic, timely. (Cognitive-application)

· Given organizational and departmental goals, assess individual goals to ensure alignment. (Cognitive-evaluation)



	RLO Enabling Objective
	TO3:

· Identify the components of a SMART goal. (Cognitive-comprehension)

	Learning Assessment for Course
	End of course quiz; Audit and evaluation of performance evaluations submitted to HR.

	Learning Assessment for RLO
	· Virtual activity
· Quiz

· The activity and quiz will consist of correcting incomplete goals and goals that do not meet the SMART criteria, and progress to writing goals applicable to the work context of the learner.

	Instructional Delivery method for Course (overall)
	The course will be designed for face-to-face, hybrid and e-learning modalities, based on the client’s preference and needs.

	Instructional Strategy for RLO
	Computer based learning (slides) with voice over or embedded video.

	Media
	Interactive slides (depending on LMS capabilities), graphics, Storyboard That “cartoon”, slide navigation

	508 Accommodations
	Voice-over with closed captioning. Large font for easier readin.

	Course Structure Description
	Computer based learning course consisting of seven modules
Module 1 – Overview of evaluation process

Module 2 – Determining rating criteria and methods to determine ratings

Module 3 – Writing effective feedback

Module 4 – Holding the conversation

Module 5 – Setting SMART goals 

Module 6 – Handling the tough questions and difficult conversations

Module 7 – What’s next

	Seat Time of Course
	4 hours


	Seat Time of RLO
	30 minutes

	RLO Outline
	I. Overview of SMART Goal
A.  Specific
B. Measurable
C. Attainable/Achievable
D. Realistic
E. Time-bound
II. Definition of Specific criteria
A. States the goal in clear terms 
B.  Examples of goals that meet/do not meet criteria

III. Definition of Measurable 
A.  Can be measured by numbers or pass/fail
B.  Examples of vague (non-specific) and specific goal

IV. Definition of Attainable/Achievable
A.  Goal is within the individual’s control
B.  Examples of goals that are/are not attainable

V. Definition of Realistic
A.  Goal can be achieved with the given resources
B.  Examples of realistic/not realistic goals

VI. Definition of Time-bound
A.  Time frame for achievement is clearly stated

VII. Assessment Quiz

VIII. Review of key learnings

	RLO Flowchart
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	Screens/Pages in RLO
	Approximately 20 screens in the RLO.

	Knowledge Checks or Other Assessments or Practices for RLO
	__1__Dichotomous (T/F, Y/N, etc.)

____Multiple Choice

___3_Multiple Select

____Drag and Drop

____Custom – describe; if appropriate, supply flowchart in an Appendix and reference it here.

____Other – free text

	Rollovers/click events
	__0__Rollovers

__4__Click Events

	RLO Navigation
	Home, Exit, Refresh, Back, Next

	Screen Layouts for RLO
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THEME PREVIEW
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TITLE SLIDE
[image: image4.png]media
location

waring or coent

Content slide 1

(®)

@
o
+
4

2
3
8






	
	CONTENT SLIDE
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INTERACTIVE SLIDE
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ASSESSMENT SLIDE

	
	ASSESSMENT SLIDE

	Development Tools for RLO
	Storyboarding – Word, Draft – PowerPoint, Final - Udutu

	Ownership
	Dr. Jeanne Wilson will develop the initial course; and, the Director of Staff Development will maintain the course.  This course is being developed for Slidell Memorial Hospital Physician’s Network.

	Development Time of  RLO
	Development time is 20 effort hours, 2 week duration.
Testing and revision time is 5 hours, 1 week duration

Total, 25 hours effort, 3 weeks duration

	Support requirements for RLO and course
	SMEs – Human Resources, clinical and non-clinical leaders, and Staff Development LMS administrator

Other resources – evaluation form, organization mission and values statements, samples of previous evaluations, organizational and departmental goal documents

	Project 
Sign-off [optional]
	Please sign below indicating agreement with the proposed course plan and approving start-up of the storyboard and development phases.
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