Annual Objectives and Development Goals for TMG
Employee Information:

	Name:
	Employee ID #:
	Title:
	Department:




Planning of Annual Objectives and Development Goals:

To be completed at the beginning of the salary year when annual objectives are established.   The objectives and development goals have been discussed and expectations for achievement and timelines have been agreed upon.
	_________________________________________________

Employee’s Signature 
	_________________________________________________

Supervisor’s Signature 

	_________________________________________________

Date 
	_________________________________________________

Date 


Year-end Performance Review and Assessment:

To be completed at the end of the salary year as part of the annual performance review.  The level of performance achieved relative to the defined objectives has been discussed.

	_________________________________________________

Employee’s Signature 
	_________________________________________________

Supervisor’s Signature 

	_________________________________________________

Date 
	_________________________________________________

Date 


Achievement Level Rating: (Mandatory)
	Outstanding
	

	Successful
	

	Achieving
	

	Performance Improvement Plan
	


Overview 

Annual Objective and Development Goal Setting provides an opportunity for collaborative discussion between an employee and their manager to assist in clarifying overall expectations, ensure alignment to team, department and University goals, as well as gain individual commitment and engagement. 
Goal conversations and documentation should be completed at the beginning of each year to confirm Annual Performance Goals (or Work Objectives) and Individual Development Goals. Throughout the year, meet on a regular basis to review and discuss progress on goals and highlight key accomplishments, changes and opportunities for support and development. Goals can be edited throughout the year and progress updates made in the appropriate textbox. 

Resources for setting goals/objectives can be found under Performance Management on the TMG Total Rewards webpage. Questions? Contact od@mcmaster.ca.

Annual Goals 
This section is to be created by employees for review and discussion of key strategic, operational or role priorities with their Manager.  As a Best Practice, it is recommended that 4-6 Annual Goals are listed with supporting details including a Description and Outcomes and Measures.  Details on how the goal will be achieved can be discussed verbally between the manager and employee. It is encouraged to identify how McMaster’s Core Leadership Capabilities were used to achieve your goals.  Focus on providing specific examples that illustrate how the leadership capabilities have been applied in the work.  
	Description
What will you accomplish and by when?
	Key Measures and Outcomes
What will success look like?
	Achievements
What was achieved?
	Demonstrating Leadership Capabilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Ensure Health and Safety compliance within work unit 

Applicable to those who supervise people or a work unit


	· I have completed my health and safety training

· Staff, volunteers and graduate students within the work unit have received appropriate training

· Workplace inspections scheduled, carried out

· Health and safety is part of the departmental agenda

· Training, inspections and incidents are all documented

· Department first aid providers have been identified, trained; first aid cards are mounted on first aid kits

· Positive Health and Safety performance is commended
	
	


Development Goals
This section is to be created by employees for review and discussion of opportunities for personal and professional growth, training and experiential learning to cultivate potential and build capability. As a best practice, it is recommended that 1-2 Development Goals are listed. 
	Description

What are your development goals and by when will you accomplish them?
	Key Measures and Outcomes
What will success look like?
	Achievements 

What was achieved?

	
	
	

	
	
	

	
	
	


Overall Achievement Summary
	Employee Comments on Overall Achievement:


	


	Supervisor’s Assessment and Comments on the Employee’s Overall Achievement
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