UNIVERSITY Office

OF of the Check Ins Resources for Employees
CALIFORNIA President
STEP Check In Guidance
Topic Possible Desired Outcomes Questions to Ask Yourself Tips
Goals e Communicate my e What are some examples to show my effortsand | ¢ Update this often between Check Ins so

accomplishments and any
obstacles

inform our conversation?

you don’t have to try to remember
everything

Competencies

e Communicate my progress with
my chosen competencies

e How has my work with this competency added
value to my team or department?

e What feedback have | received from others that |
need to consider?

e What have | accomplished? What have | learned?

e Review the UC Core Competency ABCs
document

e Update this often in between Check Ins
so you don’t have to try to remember
everything

Question 1:

Fulfilling
Accomplishments

e Celebrate my wins!
e Communicate to my manager my
interests and what motivates me

e What do | really want my manager to know about
my interests or motivations?
e What work did | do that | particularly enjoyed?

e This can be about your goals or any other
accomplishments

e You can broaden your thinking and add
accomplishments towards
organizational, department, and team
goals

Question 2: e |dentify at least 1-2 areas with e What is the one thing that | could improve on that | e If emotions run high, it's okay to ask to
specific action steps to take would have the greatest impact? take a break
Improvement e Communicate my progress on e What feedback have | received from others that| | ¢ Have a growth mindset. Remember we
Areas previous improvement areas need to consider? all have areas to improve in.
Question 3: e Communicate to my manager how | ¢ What could help you accomplish your goals or get | ¢ You don’t have all the answers, it may be
they can support me your work done? enough to just start the conversation
Resources e Be honest with my needs e What obstacles are in my way? What are some with your manager
Needed possible solutions? e Be solution oriented
e Be honest with what you need. You
never know if you don’t ask!
Question 4: ¢ Identify an action for my manager | ¢ What is the one thing that if my manager e Show care when providing feedback
Manager to start, stop, or continue addressed would have the greatest impact? e Have a growth mindset. Remember we

Accountability

e A more honest relationship with
my manager

e What’s my manager doing that is really supporting
me well?

all have areas to improve in.
¢ It's okay to take a break if needed
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Examples
Example Goal Update
w Customer Service Requests
Description : | will respond to 100% of customer service requests within 48 hours as measured by quarterly review of email requests. & D
* Status: In Progress
Employee Comments L)
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Jan 25 update:

« 95% response within 48 hours
* Remaining 5% within 7 days

Example Competency Update

¥ Competency 1: Communication: Clearly and effectively shares information

Description : Expresses ideas and information in a dear and accurate manner in different situations, verbally and in writing, to mest D-
department and organizational objactives. Establishes communication that is both proactive and responsive. Demonstratas skill in listening

to, influencing and interacting with others, and seeks perspectives from others to ensure inclusivenass and understanding. Where applicable,

makes effective formal presentations.
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Jan 25 update:

« | often patiently and effectively help frustrated clients with new systems,
» | want to learn more tips to make complex subject matter easy to understand,
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Example Q1 Response

* Fulfilling Accomplishments

Description : What accomplishment(s) felt the most fulfilling and what additional accomplishments have you achieved in this quarter?

Employee Comments

Example Q2 Response

¥ Improvement Areas
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Jan 25 update:

« [t was really fulfilling for me to work with the communications depariment on the
resource guide, Improving communication at UCOP has always been important to
me!

« Additional accomplishments:

o |mproved 48-hour response rate from 80% to 95%.
o Onboarded the new hire

Description : In what areas would you like to improve and what steps will you take to bolster your performance in these areas?

Employee Comments
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Jan 25 update:

* | can improve my time management.
+ | will find an article or podcast on time management strategies and implement one
idea between now and our next checkpoint.
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Example Q3 Response

* Resources Needed

Description : What addiional information, knowledge, skills, and resources do you need to master your job, accomplish goals and or
develop professionally?

)

Employee Comments
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Jan 25 update:

= Can we look into getting new software?
= With my interest in communication, do you have ideas of who | can connect with to

learn more about that area?

Example Q4 Response

* Manager Accountability
Description : What else can | do to help you be successful? Start, stop, keep doing?

Employee Comments
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1. Please share recommended time management resources and strategies.
2. Itwould help if you would only send communication during the workday. Emails in the evening
make it difficult for me to balance work. | know your expectation is that | don't have to answer

immediately but it would help my work-life balance.
3. Continue flexibility with my work hours during this time. That has been so helpful.
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Examples: Sentence Starters

Get the conversation going.

Giving Feedback

e  Start with Positive Feedback
o “lItis helpful to me when you [describe action] because...”
o “Something | really appreciate about you is...”

e Introducing an Area of Need

o Start with your ideal outcomes. “I really want to be highly
responsive. One thing that makes it hard [describe what
makes it hard].”

o Start with a team goal. “Our team goal is
meet this goal, and one thing that would help me is
[describe what you need to be changed].”

o Contrast: “I don’t want you to think . | just want to
talk about the expectations around emails at night.”

e Situation-Behavior-Impact (SBI). Describe a specific Situation, the
Behavior, and the Impact it had on you.

o “Last Wednesday night you sent me an email at 11pm
requesting the project data. It seemed like you were
working at that time and wanted it immediately. That made
me feel like | had to choose between my work-life balance
and being responsive to you and the team.”

. lwant to

e Offer a Solution
o “What do you think about [describe solution idea]...”
o “Can|offer anidea?”

e Ask a Reflective Question
o “What are your thoughts?”

Receiving Feedback

e Start by thanking your manager for sharing the feedback
o “Thank you for sharing your observations on L
o “l appreciate you sharing this feedback with me.”
e Ask questions for clarity or ask for support
o “You mentioned improvement on [behavior]. Can you show
me some examples?”
o “Canyou share strategies that have worked for you or
others?”
o “l'want to be sure | understand. Can you clarify with some
further examples of this behavior?”
e Ask for time to process
o “Can I sit with this information before | respond?”
o “Thank you for sharing. | want to make sure | respond
thoughtfully. Can we reconvene later or tomorrow?”
o “Ineed some time to process this information. Can we
resume this discussion tomorrow?”
e Acknowledge follow-up or next steps
o “Thank you for that feedback. | will be sure to [describe
action].”
o “That information is helpful. Next time this occurs, | will
[describe action.”

Always remember to thank your manager for listening to
or giving feedback

e  “Thank you for listening to my feedback/suggestion and for working
with me on a solution.”
e “Thank you for your feedback. It gives an opportunity to grow.
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