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Click here Annual Performance Planning and Review Process Guide for further guidelines for this Process (HR Website in the Manager Tool Kit)
Employee Name: 







Employee Number:
Job Title: 








Department: 

Supervisor Name and Title: 


Planning and Review Cycle:



Date of Plan:


Date of Final Review: 

Section I – Preparing to Plan: At the beginning of the planning process the employee may want to use the following planning ‘questions’ to share his/her assessment of their strengths as well as areas they’d like to learn and develop and career aspirations with their supervisor.
(Table will expand as you type)
	Summary of Accomplishments from past year:

	

	Goals to bring forward to new plan:

	

	Current career aspirations (e.g. positions, projects or education that are of interest to you)?

	

	Top 3 to 5 strengths?

	

	What would you like to develop or learn?

	


Section II – Performance Plan 

1. Prior to the planning meeting the employee updates their understanding of their 3 to 5 key job specific responsibilities based on their job role.  For an example see the sample director manager job responsibilities in the Performance Development section of HR’s Manger Tool kit.  
2. The employee also identifies goals and measures for each responsibility. These may be new goals or goals carried forward from the previous year.  Goals must be accountable to the employee, linked to the Department and University Strategic Plan and easily tracked.  To ensure they can be tracked goals must have measures such as quality, quantity, cost and time attached to them.  Measurable goals follow the SMART principle (Specific, Measurable, Achievable, Realistic and Time Bound).
3. The employee sends the completed draft planning and review form to their supervisor prior to the planning meeting.  
4. The supervisor reviews the plan prior to the meeting and then approves the performance plan at the planning meeting, adding or making changes as required.  Following the meeting the employee makes edits to the plan as discussed.
5. Supervisor and Employee book 2 or 3 check-ins and one final review meeting at start of planning and review cycle.  Prior to each meeting the employee makes notes to track progress and sends the updated plan to their supervisor for review.  Check-in meetings are critical for tracking progress and for providing feedback and coaching to the employee as well as for modifying goals as required. 
(Table will expand as you type. ‘Copy and Paste’ table to add additional responsibilities and goals as required)

	Key Job Specific Responsibility:  Identify the responsibility in 2 to 5 words.
	Expectations: Clarify in 5 to 7 short bullets what is expected to effectively meet this responsibility.

	
	

	Goal(s) and Measures:  Identify 1 to 5 measurable SMART goals that link to the responsibility and expectations described above and support the department and university strategic plan. 
	Employee Progress Notes:  Prior to each check-in, employee documents progress to date for each goal and sends to supervisor.  

	1.
	

	2.
	

	3.
	

	Final Review Results:  Prior to final review meeting employee makes notes to document final progress. 

	


	Key Job Specific Responsibility:  Identify the responsibility in 2 to 5 words.
	Expectations: Clarify in 5 to 7 short bullets what is expected to effectively meet this responsibility.

	
	

	Goal(s) and Measures:  Identify 1 to 5 measurable SMART goals that link to the responsibility and expectations described above and support the department and university strategic plan.
	Employee Progress Notes:  Prior to each check-in, employee documents progress to date for each goal and sends to supervisor.  

	1.
	

	2.
	

	3.
	

	Final Review Results:  Prior to final review meeting employee makes notes to document final progress. 

	


	Key Job Specific Responsibility:  Identify the responsibility in 2 to 5 words.
	Expectations: Clarify in 5 to 7 short bullets what is expected to effectively meet this responsibility.

	
	

	Goal(s) and Measures:  Identify 1 to 5 measurable SMART goals that link to the responsibility and expectations described above and support the department and university strategic plan.
	Employee Progress Notes:  Prior to each check-in, employee documents progress to date for each goal and sends to supervisor.  

	1.
	

	2.
	

	3.
	

	Final Review Results:  Prior to final review meeting employee makes notes to document final progress. 

	


Section III – Learning and Development Plan
Building Competencies - At the planning meeting the employee and supervisor identify those competencies for focus and development in the current year as informed by responsibilities, goals and past performance.  

	Core Competencies – Core competencies represent the skills, knowledge, and behaviors required by all employees to advance the core values and strategic initiatives of the University.   See the Competency document on the HR Website for details and the self-assessment tool.  

 Check those for focus in the current year.
	Leadership Competencies – Leadership competencies represent the skills, knowledge and behaviors required of anyone in a leadership, management or supervisory role.  Proficiency levels will vary based on the specific position.  See the Competency document on the HR Website for details and self-assessment tools.  
Check those for focus in the current year.

	· Personal Effectiveness 

· Commitment to Quality

· Navigating Change

· Communication

· Building Equitable Relationships

· Teamwork

· Service Focus

·  University Community
	· Personal Insight and Impact 

· Strategic Focus

· Investing in Our People

· Building Our Culture

· Creativity and Innovation

· Problem Solving and Decision Making

· Change Management

· Achieving Results


Learning Plan   At the planning meeting the employee and supervisor may want to identify up to three learning goals based on employee responsibilities, current goals, competency development priorities, previous year’s areas of challenge and career aspirations.  Prior to each check in meeting and the final review meeting the employee makes progress notes to indicate progress on their learning plan.  The Employee and Supervisor review progress at the check-in meetings and report on outcomes at final review meeting. See the UVic Learning and Development program for course ideas.   (Table will expand as you type)
	Learning Plan (include what you want to learn and how you plan to learn it e.g. a workshops, conferences, reading, mentoring etc.)
	Progress Notes: (indicate progress)

	1.
	

	2. 
	

	3. 
	

	Final Review - Results:

	


Section IV – Check in Summary

1. Check-in Dates – At the planning meeting the Supervisor and Employee should book 3 check-ins at approximately 3, 6 and 9 months making note of them below.

2. Employee Progress Summary - Prior to each check in the employee writes a high level paragraph or two to summarize progress to date and areas for focus going forward for both their Performance Plan and the Learning and Development Plan.

3. Supervisor Feedback and Coaching Summary - The supervisor provides feedback and coaching during the meeting and writes a short summary of their comments. 

	Check-in Date(s) 
	Employee Progress Summary
	Supervisor Feedback and Coaching Summary

	3 months

Date:
	
	

	6 months

Date:
	
	

	9 months

Date:
	
	


Other Accomplishments:  The employee tracks other accomplishments for reporting to supervisor at the check-in and final review meetings.  (Table will expand as you type)
	


SECTION V
– Final Performance Review Summary 
Employee:  The employee prepares for the review meeting by completing their final review notes for their Performance Plan and Learning and Development Plan and by responding to the questions below:   (Table will expand as you type)

	Do you have employees who report directly to you?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If Yes, have Performance Plans been completed for all direct reports?  
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If No, explain:



	Achievement of Responsibilities and Goals - What are your Top 3 to 5 Successes?




	

	What more could be done to support you in your job?

	

	In what areas would you like further development, coaching or training?

	

	Looking at the Department as a whole, what things do you think we could do differently that would make us more effective and/or make this a better workplace?

	

	Other Comments:

	


Supervisor:  The supervisor prepares for the meeting by reviewing the plan, the progress and check-in notes. After meeting with the employee the supervisor provides final comments using the sections below.  (Table will expand as you type)
	Top 3 Successes:

	

	Top 3 Strengths:

	

	Areas of Challenge/Development: (move to Learning and Development on Annual Performance Plan):

	

	Goals to carry over to next performance plan (if applicable)

	

	Other Comments:

	


After the final review meeting, the employee and supervisor finalize the form, review it and sign below.

	Employee Signature:
Date:

	Supervisor Signature: 
Date:


The completed & signed form may be filed in the employee’s department personnel file or kept electronically for the employee record.  Both the supervisor and the employee should keep a copy for future reference.  The supervisor or employee should transfer any carry-over goals & areas for development to the next Performance Planning and Review Form.
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