PSU Performance Review for Unclassified Support Staff Employees
for Areas within Academic Affairs

Goals and Objectives Form
(Adopted 11/13/07)
Supervisors may choose to set goals and objectives for the review period to supplement the performance factors that will be rated on the Performance Review form.
Goals are generally one of the following types:

1. Operational/Task goal:  A goal may clarify a job duty with more specific, measurable or qualitative criteria. 
2. Performance Improvement goal:  A goal may outline specific areas of improvement needed to achieve a rating of “Meets Expectations.”

3. Developmental goal:  A goal may outline specific ways to enhance job skills.
4. Project goal:  A goal may define the desired outcome or milestones to achieve in a project.
5. Managerial goal:  A goal may emphasize specific managerial tasks or characteristics.
After a goal and objective has been established for the review period, the supervisor completes the Goals and Objectives form by numbering each goal and describing it in detail.  The supervisor should note when the goal and objective will be assessed if it will be assessed before the end of the review period.  The supervisor and employee sign below the description of the goal to indicate that the goal and objective has been discussed.  The supervisor gives the employee a copy of the form and keeps the original to complete at the appropriate time.  
New goals and objectives may be established at any time during the review period, and current goals and objectives may be modified during the review period provided that there is at least 30 calendar days before the end of the review period.  Each new and/or modified goal should be signed by the supervisor and employee.

When it is time to assess each goal or at the end of the review period, whichever occurs first, the supervisor will:
a. Assess the achievement of each goal and objective.  Supervisor comments are required if a goal and objective is “Not Met.”  Comments for all goals and objectives are encouraged.  Employee comments are optional.
b. Supervisor and Employee sign the goals assessment after the employee has been given the opportunity to comment.

c. Give the employee a copy of each Goals and Objectives form after it has been completed.

d. Indicate a summary of each goal and objective in the “Summary of Goals and Objectives” section on the Performance Review form; and
e. Complete the Performance Review form at the appropriate time.
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Employee Name / Department:  




















Review Period:
From:










To:  









Goal # _____:  Description of Goal/Objective
My signature indicates that the job-related goal has been established and discussed by the supervisor and employee during the review period.

Supervisor







Date

Employee







Date

Assessment of Goal:



 Met



 Not Met



 In Progress

Supervisor Comments: (Required for Goals “Not Met”)

Employee Comments:  (Optional)
I understand my signature indicates that I have read and discussed this goal assessment with my supervisor.  It does not necessarily mean that I agree with the assessment.

Supervisor







Date

Employee







Date
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