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                             Performance Management Process Form 
Employee Information
Performance Planning (to be completed in July)
Leadership Priorities
Competency Development Plan
Use the Competency Chart to identify the competency categories and levels required for the employee's position. Then consider their current level of achievement compared to the needs of the position. In the area below, describe any developmental plans identified for this year's focus that either bring them up to the required level of achievement or help to advance their competency for professional development and career growth reasons. Consider both short and long-term needs.
Performance Goal Setting
Document goals and expectations related to primary job activities, major responsibilities, and projects that the employee is responsible for in their job. Goals and evaluation criteria may be modified throughout the year based upon changing organizational needs. Use SMART goal criteria: Specific, Measurable, Achievable, Results-Focused, and Time-bound when setting goals and expectations.
Performance Goal 1 
Performance Goal 2
Performance Goal 3
Performance Goal 4
Performance Goal 5
Resources and Support Needs
Identify resources or support needs associated with successfully achieving goals.
Mid-Year Review (to be completed in January)
Competency Development Plan Mid-Year Comments
Performance Goal Comments/Modifications
Overall Performance Mid-Year Comments
Year-End Employee Self-Assessment (to be completed in June)
Performance Goal 1 Self-Assessment
Performance Goal 2 Self-Assessment
Performance Goal 3 Self-Assessment
Performance Goal 4 Self-Assessment
Performance Goal 5 Self-Assessment
Overall Performance Self-Assessment
Year-End Supervisor Review (to be completed by July 15)
Competency Development Plan Year-End Comments
Performance Goal 1 Year-End Review Comments
Performance Goal 2 Year-End Review Comments
Performance Goal 3 Year-End Review Comments
Performance Goal 4 Year-End Review Comments
Performance Goal 5 Year-End Review Comments
Overall Performance Year-End Rating
Exceptional	
Exceeds Expectations
Meets Expectations
Needs Improvement
Unsatisfactory
Performance noticeably exceeded expectations and made a unique contribution to the achievement of the University or Departmental objectives. This rating is reserved for the top, truly distinguished performers of the year. 
Performance consistently exceeded expectations and made noteworthy contributions beyond what was planned. This rating is reserved for those who can be easily recognized for performing above and beyond.	
Performance consistently met with University standards and expectations. All critical goals were achieved. Staff member widely recognized as a valued contributor.
Performance often met, but did not consistently meet expectations. One (or more) of the most critical objectives was not met. Incumbent typically needs further coaching and development to fully meet position expectations.
Performance was below expectations in essential areas of responsibility, with key goals and objectives missed. Contribution was typically below that of peers or incumbents in comparable positions.
Overall Performance Year-End Comments
Year-End Signatures
Please sign this form once you have completed the process and reviewed the completed form.
Submit completed forms to performancemanagement-l@mtu.edu or via campus mail to Human Resources by July 15th.
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