Performance Management Form

PERFORMANCE MANAGEMENT GOALS
(Complete During the Defining Meeting)
PERFORMANCE MANAGEMENT GOALS
(Use During Defining Meeting)

Performance Management Philosophy

Performance management is a process intended to improve individual and organizational performance.  Employees and their manager mutually establish goals and expectations that are specific, measurable, attainable and are linked to the goals of higher level management.

Performance Management Process

During the review cycle, the manager and the employee schedule at least three meetings:

Defining
Define and establish goals for the entire review cycle.

Interim
Assess pro​gress made towards goals set during the defining meeting, or redefine goals if necessary.

Final
Mutually create a  written assessment or actual performance relative to the goals.

(The final review and subsequent defining meeting may be combined into one meeting, rather than two distinct meetings.)

Completing the Performance Management Form

Define 

The define sections on the first page of the Performance Management form are completed during the defining meeting.

The goals, established jointly by the manager and employee, should be specific, measurable, and attainable.  The Performance Goals should be weighted, as appropriate.

At the end of the defining meeting, complete the line entitled, "Define Discussion Held" on the bottom of the first page of the form. 

Review 

The review sections on the second page can be used for taking notes during the interim meeting.  After completing the Interim Review, initial and date the interim review line on the bottom of the first page of the form.

During the final review meeting, the second page is completed to assess the performance against the goals.  

The manager and employee should either schedule the defining meeting for the next review cycle, or discuss the goals for the next review cycle during the final review meeting.

Overall Assessment

After the final review meeting, the manager completes the overall assessment for the entire review cycle, based on the discussion during the final review meeting.  After presenting the overall assessment to the employee, the employee and manager sign the last page of the form.  The completed review form (both pages)  are submitted to Human Resources and placed in the employee's personnel file.  

General Information

Performance management is a process to encourage communication between management and employees.  Therefore, discussions regarding performance should be conducted frequently.

Either the employee or the manager can initiate discussions on changing the Performance Management goals when business conditions/needs change.  Note changes on the review form.  

Change in Reporting Structure and New Hires

If there is a change in the reporting structure, the manager and the employee must document progress made toward the goals in the review section of the form.  The discussion and documentation must be completed within two weeks of the change.  A defining meeting must be held with a new employee within two weeks of the hire or transfer date.

Additional Questions

Contact your manager or Human Resources if you have any questions regarding this process or form.

	Employee Name:
	
	Job Title:
	
	

	Department:
	
	Review Period:   Begin
	
	End
	

	Manager:
	
	


Position Duties and Responsibilities:

Define:
Mutually developed and understood duties and responsibilities.  What are your major duties to support your customer requirements?

Performance Goals and Expectations

Define:
Agreed-upon performance goals.  What specific work goals will contribute to organizational/work-group objectives?

Personal Development Goals and Expectations

Define:
Goals which increase your proficiency to meet position requirements and organizational goals, encourage you to broaden your skills, and/or enhance personal satisfaction.  

Other Inputs

Define:
Agreed-upon names of individuals such as customers, suppliers, and dotted line managers, if applicable.

	
Define Discussion Held:
	


	
	Date
	
	Employee’s Initials
	
	Manager’s Initials


	
	
	
	
	
	

	Interim Review Held:
	
	
	
	
	

	
	Date
	
	Employee’s Initials
	
	Manager’s Initials


	Employee Name:
	
	Job Title:
	


Position Duties and Responsibilities:

Review:
Mutually developed and understood evaluation based on above duties and responsibilities.  To what extent were your major position duties fulfilled and your customers supported?

Performance Goals and Expectations

Review:
Agreed-upon accomplishments with respect to each of these goals.

Other achievements/contributions made outside normal work assignments and/or further comments.

Personal Development Goals and Expectations

Review:
Agreed-upon accomplishments with respect to each of these goals

Overall Assessment (Final Review Only):
Performance Management Final Review:

	Employee:
	
	
	
	
	

	
	Signature
	
	Typed/Printed Name
	
	Date

	Manager:
	
	
	
	
	

	
	Signature
	
	Typed/Printed Name
	
	Date

	Next-Level

Manager:
	
	
	
	
	

	
	Signature
	
	Typed/Printed Name
	
	Date
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