
Annual Performance and Coaching Plan
Your Personal Performance Plan and Results
Client Server

Performance Period: 
Name: 

Position: 
 Current: 


Advisor : 

Reviewer: 


What Happens When

Step I:
Performance Planning (Goal Setting)


Complete by 
Scheduled for (date): 


Step II:
Progress Review


Complete by  
Scheduled for (date): 

Step III:
Performance Evaluation


Complete by 
Scheduled for (date): 

Step I: Performance Planning (Goal Setting)
Firm-Wide Competencies

Core Competencies can be accessed through the Human Resources Intranet site under the Success Through People link.

Complete by August 31

Personal Attributes
Current Level 


.

Broad Business Perspective/Client Relations
Current Level 

Leadership Qualities 
Current Level 

Step I: Performance Planning (Goal Setting) – continued
Departmental Competencies

Complete by 

Technology (computer hardware and/or software)
Current Level 

Project Management
Current Level 

Technical Expertise
Current Level 

Productivity 
Current Level 


Team Member Management (if applicable)
Current Level 

Your signature: 

Date 

Advisor signature: 

Date 


Department Head signature: 

Date 


Step II: Progress Review(s)

Complete by 

How is your progress? Are you meeting your goals from the previous page?

Firm-Wide Competencies

Personal Attributes

Your comments: 


Advisor’s comments: 


Broad Business Perspective/Client Relations

Your comments: 


Advisor’s comments: 


Leadership Qualities

Your comments: 


Advisor’s comments: 


Departmental Competencies

Technology (computer hardware and/or software)

Your comments: 


Advisor’s comments: 


Project Management

Your comments: 


Advisor’s comments: 


Technical Expertise

Your comments: 


Advisor’s comments: 


Productivity

Your comments: 


Advisor’s comments: 


Departmental Competencies — continued

Team Member Management (if applicable)

Your comments: 


Advisor’s comments: 


Your signature: 

Date 

Advisor signature: 

Date 

Step III: Performance Evaluation

Complete by 

How did you do this year? Please make your comments and rate yourself using the following scale. Give your packet to your advisor so he/she can do the same. He/she will also complete the following Overall Performance Form rating which rates your progress for the year. Everything will be reviewed by a Department Head before your year-end meeting. 

5 = Outstanding
4 = Exceeds expectations
3 = Meets expectations
2 = Needs improvement
1 = Unacceptable

	Your Comments
	Your

Self-

Rating
	Your

Advisor’s

Rating
	Your Advisor’s Comments

	Firm-Wide Competencies

	Personal Attributes
	
	
	

	Broad Business Perspective/Client Relations
	
	
	

	Leadership Qualities
	
	
	

	

	Departmental Competencies

	Technology
	
	
	

	Project Management
	
	
	

	Technical Expertise
	
	
	

	Productivity
	
	
	

	Team Member Management (if applicable)
	
	
	


Overall Performance Score

Complete by 

Advisor Completes

Please rate your advisee’s performance for the year and have the appropriate Department Head review the packet before having your year-end meeting. Remember to take into consideration whether or not your advisee completed all the self-evaluations when determining ratings.

	Results
	Advisor’s Overall

Rating of Your Goal Achievement

	Results are outstanding and consistently surpass all performance targets
	5

	Results exceed expectations on all performance targets
	4

	Results meet expectations on performance targets
	3

	Results need improvement on meeting performance targets
	2

	Results are unacceptable meeting performance targets
	1

	Did your advisee complete all self-evaluations?
	  Completed 
    out of 


	Team member’s hire date:

	


Advisor’s Overall Comments:

Team Member’s Overall Comments:


Department Head signature: 

Date: 


Advisor signature: 

Date: 


Your signature: 

Date: 


Your Development Planning Worksheet


Development Period: 
Name 

Position: 


Advisor 

Reviewer: 


Step I: Complete the following when you fill out Step I of your Performance Plan.
Development planning establishes priorities for acquiring new skills or higher level expertise. They are different from performance goals, which focus on the use of your current skills.

New skills needed: 


Areas for continued development: 


If you have other areas of interest beyond your current career path, please indicate: 


Your Plan

	Specific Action Steps
	To be Completed By
	Resources Needed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


over

Step II: How are you doing? Review your goals with your advisor during your Performance Review.

Your signature: 

Date: 


Advisor’s signature: 

Date: 

Step III: Review your goals again at your final meeting .

Your signature: 

Date: 


Advisor’s signature: 

Date: 

Department Head’s signature: 

Date: 



