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BEST PRACTICES FOR  
COACHING  
AND PERFORMANCE 
 

 

 

 

 

 

 





 
 

 
 

          The Pillars of Performance at Bowdoin 
 

 
 
 
 
 
 
 
 
 
 

• FEEDBACK 



 



 
 

 
 

 Set clear expectations and goals; look forward. 

 Focus on strengths 

 These are often operationally focused and specific to the work at hand. What are the 
upcoming tasks for the week ahead? Is everyone clear on priorities?  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Periodic Check-Ins  
 
Check-Ins are more formal opportunities to discuss what is and is not going well and see how to 
create opportunities for even better performance in the future. They take a broader perspective and 
give both the employee and manager an opportunity to look at the big picture together. 
 

 How frequently should you hold Check-Ins? Depending on your team, we would suggest 
doing a more in-depth check-in 3-4x per year. At least 1 Check-In is required for every staff 
member by March 31, in preparation for annual increases.  

 These are development focused and should not be as operationally focused. Less task based 



 
 

 
 

and more about the growth and development of your employee.  

 See the complete Workflow in Workday 

 Check-Ins start with a Self-Evaluation by the employee: 
o What is going well? What are the wins in this check-in period? 
o What didn’t turn out for you the way you wanted or hoped? Why? 
o What can I do for you? 
o What else is going on? Do you have any additional comments to share? 

 Both an employee or a manager can add goals to these periodic check-ins 
o There are four different categories for goals 

 Individual 

 Professional Development 

 Departmental 

 College-wide 

 Once an employee completes their self-reflection, it is the manager's turn to review what the 
employee has submitted and reflect to the team member. It is the same set of questions, with 
the addition of “How effectively did the employee perform their job during this period?”  The 
most recent rating the manager chooses prior to March 31st will be the rating that is included 
during the annual salary increase process. 

o Exceptional Performance – Contributions have tremendous and consistently positive impact 
and value to the department and to the organization. May be unique, often one-time 
achievements that measurably improve progress toward organizational goals. Easily 
recognized as a top performed compared to peers. Viewed as an excellent resource for 



 
 

 
 

the event of an extended absence. Employment during and after the adaptation period is at will. 
Casual employees and temporary employees with appointments of one year or less are not subject to 
a formal adaptation period.  
 

Progressive Discipline  
 
Please note that any of the following should be discussed with the Associate Director of Human Resources 
or the VP of Human Resources prior to submitting in Workday. 
 

Written Warning 
 
A written warning may be given at any time. The written warning will be created in Workday by the 
manager and should be presented and acknowledged by the team member. The written report 
provides the team member with the opportunity to be aware of expectations and demonstrate 
changes in behavior. Detailed instructions can be located online. 
 

 Be specific in your description of the events related to the warning. (policy violations, poor 
performance, behaviors, etc.) 

 Be specific about the corrective action needed and list consequences if the corrective action is 
not taken by the team member. 

 If the same behavior/policy violation continues to occur, a Final Warning should be presented 
to the team member. 

 

Performance Improvement Plan 

 
When an employee is struggling with the overall performance required by their position, a 
Performance Improvement Plan (PIP) may be considered. These range from 30, 60, and 90 days in 
duration and are aimed to help employees who are not meeting job performance requirements. A PIP 
covers specific areas of performance deficiencies, identifies skills or training gaps and sets clear 
expectations and timelines for expected improvements.  PIPs are written by the manager in 
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