SOUTHWESTERN COLLEGE

2014-2015 Employee Performance Management
SMART Goals

For Exempt and Nonexempt Employees
EMPLOYEE NAME:      
DEPARTMENT:       
JOB TITLE:       


PERIOD OF EVALUATION:    From:     


To:     
TIME IN CURRENT POSITION:
     

TIME WITH THE COLLEGE:      
EMPLOYEE STATUS:
 FORMCHECKBOX 
 Exempt
 FORMCHECKBOX 
 Non Exempt

DISTRIBUTION INSTRUCTIONS
1. Return the original form to Human Resources, Winfield Main Campus

2. Maintain one copy for your departmental records

3. Distribute one copy to the employee
GOALS AND OBJECTIVES (INITIAL SESSION)
INSTRUCTIONS FOR SETTING GOALS:

With reference to the position responsibilities for the coming year; list below the S.M.A.R.T. goals, (Specific, Measurable, Actionable, Realistic, and Timely).  It is understood that these goals/objectives, are subject to adjustment or change as situations and priorities change.  A copy of this form should be kept in departmental files so that it can be updated as the situation warrants and so that it can be used to assist the supervisor at the end of the evaluation period.  
Through out the year, the employee should review and update how they are performing in light of the goals as stated.

PART I – ORGANZATIONAL PERFORMANCE GOALS:
“Organizational performance goals” refers to individual goals or objectives that would directly impact the performance or out-come of the organization.  These are generally “business” or job related statements with measurable outcomes.  It is preferred that these performance goals can be seen to directly contribute to the goals and directions of the college.
Example:

Goal Title: Create computing customer service level baseline – Supports “Retention”
Goal Description: I will create a tracking and customer survey method to solicit feedback from users that uses our services. This tool will be used to obtain a baseline of the expected satisfaction level in a numerical format.  The initial design of the process will be completed by August and the first baseline rating will be completed by December.
Employee Updates: July – I have completed the design of the process but due to additional issues with the new laptop model, we have not obtained approval to proceed yet.  December – even with the delay in the approval process, we have now completed the baseline.  We can use 84.5% satisfaction level as the baseline for future evaluation.
Supervisor Review: September – we did not meet our August dateline.  Although there are additional issues, there could be better communication, and even better planning to avoid the delays.  I could have helped remove some “approval barriers” and maybe the project team communication could be better handled.
December – I am proud that we met the goal.  I see a lot of initiative in getting the project back on track after the initial delay.  Communications improved and the whole team was pulling together much better.  Your leadership skill was quite good towards the end.
Goal Rating: 3
#1 Goal Title:      
Goal Description:      
Employee Updates:      
Supervisor Review:      
Goal Rating:      
#2 Goal Title:      
Goal Description:      
Employee Updates:      
Supervisor Review:      
Goal Rating:      
#3 Goal Title:      
Goal Description:      
Employee Updates:      
Supervisor Review:      
Goal Rating:      
#4 Goal Title:      
Goal Description:      
Employee Updates:      
Supervisor Review:      
Goal Rating:      
#5 Goal Title:      
Goal Description:      
Employee Updates:      
Supervisor Review:      
Goal Rating:      
PART II – DEVELOPMENTAL GOALS:
“Developmental goals” refers to goals or objectives that would directly impact the individual’s own personal improvement.  These will typically include improving your personal knowledge, behavior, competency or skills.  Of course, any item listed here would need to have some connection with the organization.
Example:

Goal Title: Increase my knowledge of PowerCampus
Goal Description: I will take 3 webinar this year focusing on the Admission, Institutional Advancement and Registration Module.  I will complete 1 per semester with all 3 completed by June 2009.
Employee Updates: 
Supervisor Review: 
Goal Rating:
#1 Goal Title:      
Goal Description:      
Employee Updates:      
Supervisor Review:      
Goal Rating:      
#2 Goal Title:      
Goal Description:      
Employee Updates:      
Supervisor Review:      
Goal Rating:      
#3 Goal Title:      
Goal Description:      
Employee Updates:      
Supervisor Review:      
Goal Rating:      
​​​​​​​​​​​​​​​​

Comments:

SIGNATURES

Supervisor’s Signature:  






Date: 



Employee’s Signature:  







Date: 
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