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	Date
	

	Employee
	

	Manager
	

	Department
	

	Job role
	

	Goals Document Link
	<<Insert a link to your goals document>>




	Timeline

	Date 
	Task

	April 18 - May 10
	· Employee completes Individual Performance Review & Planning Form
· Sends to Manager

	Upon receipt - May 24
	· Manager writes comments within Review in response to individual comments
· Sends to next level manager/VP (Next tier manager/VP has a maximum of 5 days to review and provide suggestions back to Manager

	Thru June 12
	· Manager and Employee discussions held

	By June 13
	· Signed Performance Review Documents uploaded to Oracle by the Employee
· Process completed



Purpose: This is an opportunity to discuss accomplishments, progress on goals, overall performance, individual and team contributions, professional development and areas for growth. The written summary supports communication and useful feedback that we can continue to build on in the months and years to come.  








Instruction:  Employee saves a copy of this form, completes the form, and then sends it to their manager.   The manager provides written feedback in each section. The manager will then send it to their next tier manager/VP for comments, suggestions and approval. Manager and employee will then schedule a conversation to review the written feedback together. This performance review covers three topical areas:

· Part I: Annual Goals
· Part II: Professional Development
· Pari III: Annual Reflection

Part I: Annual Goals - Enter the goals you set for the year and describe the progress made in achieving those goals.

	Goal 1 - Diversity, Equity, Inclusion & Belonging Goal

	Briefly describe a goal you have in furthering your diversity, equity, inclusion & belonging training, education, practices or behaviors.  

	In 2-3 sentences, describe your goal.
	

	Briefly describe the progress you made in achieving the goal. 
	

	Manager Feedback: What is going well? What are opportunities for improvement?
	



	Goal 2 - Individual Performance Goal

	In 2-3 sentences, describe your goal.
	

	Briefly describe the progress you made in achieving the goal. 
	

	Manager Feedback: What is going well? What are opportunities for improvement?
	




	Goal 3 - Individual Performance Goal

	In 2-3 sentences, describe your goal.
	

	Briefly describe the progress you made in achieving the goal.  
	

	Manager Feedback: What is going well? What are opportunities for improvement?
	



	Goal 4 - Individual Performance Goal

	In 2-3 sentences, describe your goal.
	

	Briefly describe the progress you made in achieving the goal. 
	

	Manager Feedback: What is going well? What are opportunities for improvement?
	



	Goal 5 - Individual Performance Goal

	In 2-3 sentences, describe your goal.
	

	Briefly describe the progress you made in achieving the goal. 
	

	Manager Feedback: What is going well? What are opportunities for improvement?
	



	Goal 6 - Individual Performance Goal

	In 2-3 sentences, describe your goal.
	

	Briefly describe the progress you made in achieving the goal. 
	

	Manager Feedback: What is going well? What are opportunities for improvement?
	




Part II: Professional Development - Describe what areas you developed professionally during the last year and what areas you would like to further develop in next year. 

	Part II: Professional Development 
	

	Briefly describe your professional learning this year. What areas are you most proud of during this past year? What areas are you interested in learning more and/or developing skills in? 
	

	Manager Feedback
	



Part III: Annual Reflection - Please reflect on your year and anything else you feel is important to share about your contributions and experience. 

	Part III: Annual Reflection
	

	General statements about your year. This section can include responses to questions such as:
· What is going well? 
· Areas of opportunity for both you and the College.
· How can you be supported best for your contributions to the College?
	

	Manager Feedback
	




Employee Signature & Date: _____________________________________________________ 


Manager/VP Signature & Date: ______________________________________________________
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