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Goals & Development Form


	Employee Name: 

	Job Title:

	Department:

	Manager:


     PURPOSE:
The purpose of the TRU Support Staff Employee Review and Planning Program (ERPP) is to provide Support Staff Employees, Supervisors and their Managers with a framework to ensure a mutual understanding of effective performance, to provide clarity of roles and expectations, to encourage feedback and open communication, to create opportunities for development, and to ensure that goals and activities are aligned with the TRU Strategic Plan.

The Review process is an essential component in the Employee and Manager relationship.  At TRU, we believe this process is a shared responsibility between discussions should allow for two-way communication that is supportive, respectful and constructive in nature.  We further encourage these discussions to be both reflective; looking back on past activities and achievements, and future-focused; exploring possible opportunities in the next cycle.

Section 1 Instructions:

1. Manager and Employee Pre-Meeting Planning to occur prior to Introduction Meeting.  
**See ERPP: Step by Step Guide for information on this step.
2. Employee to fill out Sections 1 (a, b, c) prior to Introduction Meeting.  
3. Manager and Employee to adjust or revise as mutually agreed upon at Introduction Meeting.  Employee to record revisions made.

Section 1 (a): Work Goals 
	Goal
	Action Plan
	Target Completion Date

	1.

	
	

	2.

	
	




Section 1 (b): Development Goals 
	Goal 
	Action Plan 
	Target Completion Date

	1.

	
	

	2.

	
	



Section 1 (c):  Identify Challenges
	What challenges do you see in meeting your goals?
	How can we address these challenges?

	


	


Section 2: 6 Month Review Check-In

Section 2 Instructions:

1. Manager and Employee review progress on work and development goals.  If necessary, realign goals or create new.  
2. Meeting notes or revisions recorded by Employee in table below.

	Check-in Date(s): 
Supervisor books meetings in advance for the 6 month review
	Employee Progress Notes:
Employee summarizes progress to date in relation to objectives and goals.
(Table will expand as you type)
	Supervisor Comments:
Supervisor assesses progress based on notes and discussion and provides comments, coaching and support.  

	Date:
	
	





     Section 3 (a):  Performance Factors & Expectations/ Responsibilities

Section 3 Instructions:

1. At Introduction Meeting, Manager to review and define Performance Factors and Specific Expectations & Responsibilities as found in Section 3 (a).  
2. Ratings and Comments to be completed by Manager at Annual Review Meeting.

Rating Definitions:

Needs Improvement: Performance falls below expectations in many areas of the position, performance improvement is needed.  

Developing: Employee is still developing in technical areas; or may be a new hire requiring familiarity with processes; or is not responding to coaching for improvement. 

Meeting Expectations: Consistently meets standards and established performance expectations in the position. 

Exceeding Expectations:  Outstanding performance that results in extraordinary and exceptional accomplishments with significant contributions to the goals of the Organization and Department.


	1. Service Focus: 

	· Adheres to the University's Vision, Mission and Values to provide the highest quality service. 
· Works effectively and co-operatively with all Students, Staff and Faculty to encourage on-going mutual respect and trust. 
· Demonstrates an attitude of interest and care and approaches each situation with a positive outlook. Shows respect for the diversity of our University community. 
· Anticipates and responds to the needs and concerns of others. 
· Demonstrates dependability by reporting to work as scheduled and completes required assignments on time. 


	Specific Expectations & Responsibilities: (Table will expand as you type)

	

	Needs Improvement
	Developing 
	Meeting Expectations
	Exceeding Expectations

	
	
	
	

	Comments/Examples: (Table will expand as you type)

	





	2. Adaptability: (Table will expand as you type) 

	· Responds in an open and receptive manner to changes in the work place and work demands. 
· Adjusts style to respond appropriately to different and changing circumstances. 
· Responds appropriately to different personal styles to provide positive and constructive input. 
· Embraces change and demonstrates a willingness to learn new technology and processes. 


	Specific Expectations & Responsibilities: (Table will expand as you type)

	

	Needs Improvement 
	Developing 
	Meeting Expectations
	Exceeding Expectations

	
	
	
	

	Comments/Examples: (Table will expand as you type)

	








	3. Teamwork: 

	· Works with others and builds effective relationships to accomplish common team goals and objectives. 
· Shares ideas freely and openly in a respective manner. Receives input from others. 
· Willing to compromise while working towards consensus with a focus on outcomes that reflect the collective need. 
· Accepts responsibility for his/her role as an effective participant. 


	Specific Expectations & Responsibilities: (Table will expand as you type)

	

	Needs Improvement 
	Developing 
	Meeting Expectations
	Exceeding Expectations

	
	
	
	

	Comments/Examples: (Table will expand as you type)

	




	4.  Initiative and Innovation 

	· Demonstrates a proactive approach to tasks without reminders or prompts. 
· Identifies the need for unique or modified approaches to achieving results and developing solutions to problems. 
· Works independently with minimal direction or structure as appropriate for the role. 
· Takes pro-active steps towards challenges which benefit the broader University community. 


	Specific Expectations & Responsibilities: (Table will expand as you type)

	

	Needs Improvement
	Developing 
	Meeting Expectations
	Exceeding Expectations

	
	
	
	

	Comments/Examples: (Table will expand as you type)
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	5.  Organizational awareness 

	
· Considers the University’s capabilities, Mission, Vision, Values, and Strategic Goals and Objectives while carrying out in work.
· Understand capabilities, capacities and constraints of the University.
· Identifies individuals who have the technical expertise to respond to inquiries on specific topics.
· Escalates issues that warrant immediate attention in an effective and timely manner.
· Uses discretion when handling sensitive matters/content. 


	Specific Expectations & Responsibilities: (Table will expand as you type)

	

	Needs Improvement 
	Developing 
	Meeting Expectations
	Exceeding Expectations

	
	
	
	

	 Comments/Examples: (Table will expand as you type)

	




	6.  Quality of  Work 

	· Follows process steps as outlined in standard operating procedures.
· Reviews materials to ensure they are accurate, clear, and concise.
· Performs follow-up to ensure quality of work product and/or actions are completed.


	Specific Expectations & Responsibilities: (Table will expand as you type)

	

	Needs Improvement
	Developing 
	Meeting Expectations
	Exceeding Expectations

	
	
	
	

	Comments/Examples: (Table will expand as you type)

	






Section 3 (b): Performance Development Action Plan 
(To be completed if “Needs Improvement” or “Developing” has been identified.)

	Action Item
	Support Plan  
	Target Completion Date

	1.

	
	

	2.

	
	




Section 4: Employee Comments
	What can we do to help you be more effective in your role? (Table will expand as you type)

	








	Do you have any additional comments regarding your employee review? (Table will expand as you type)

	








	Employee Signature: 

	Date:


 Signing does not indicate endorsement, only acknowledgement that the Review has been discussed. 

	Supervisor Signature: 

	Date:




**PLEASE RETURN COMPLETED FORM TO HUMAN RESOURCES.**

OPTION 1: 	Electronically – Manager to scan and send a copy to their appropriate HR Advisor.
OPTION 2:	Interoffice Mail – Manager to send completed ERPP form to Human Resources, to attention of their appropriate HR Advisor. 
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