Performance Plan Forms Instructions TC "Performance Plan Forms Instructions" \f C \l "1" 
The Performance Plan identifies individual goals to be accomplished by employees within the Performance Development cycle. Prior to writing the Performance Plan, manager and employee should first review the Job Description and update as necessary. 

There are two Performance Plan options used in writing job-specific goals. Determining which option is best for documenting the next year’s goals will depend on the responsibilities of the job and the employee’s length of employment and level of expertise.   Both forms are available on the web.

Performance Plan - Option 1 has an open format with unlimited space available for writing annual goals and is typically used when:

· Specific accountabilities vary from year to year and often include project type work

· Goals are best written using the S.M.A.R.T. criteria (p/12), with competencies incorporated as appropriate.

Performance Plan - Option 2 has a more structured format and has two columns.  The left column builds on the Job Description responsibilities.  It incorporates each of the Tufts Organizational Competencies using language that is tailored to the position.  The right column is provided to include corresponding annual goals.

Guidelines for completing Option 2:
Responsibility by Competency (left column)

· Consider which competency each of the responsibilities relate to

· Starting with EXPERTISE, list responsibilities for each competency

· Refer to the Job Description and continue matching the remaining Responsibilities with the appropriate Competency.  (When doing performance planning for the first time, manager and employee may have to create the appropriate text for the remaining competencies.)
Goals (right column)

· Consider department goals and/or any changes in the job that result in a goal for the year

· Determine if these goals require development of a competency
· Determine which goals have priority for the year.  Write goals using S.M.A.R.T. criteria.
Performance Plan – Option 1

Employee Name:__________________________ Manager Name:________________

Performance Period from:___________________  To:__________________________

Review Date:
_____________________________ Date updated (if appropriate):______

Write four to six goals for the upcoming year.  All goals should be

S.M.A.R.T.:  S= Specific, M= Measurable, A= Attainable, R= Relevant, T= Time-based.

Goals should also incorporate the Tufts Organizational Competencies, as appropriate:
1) Expertise

2) Interaction with Others

3) Continuous Improvement 

4) Customer Focus

5) Resourcefulness and Results

6) Leadership.

In addition, for managers, goals should incorporate the Tufts Leadership Competencies as appropriate: 

1) Communicates a Compelling Vision and Direction
2) Creates an Environment of Trust and Integrity

3) Drives Results

4) Manages Change
5) Develops Relationships with a University Focus
6) Develops Self and Others.
Performance Plan – Option 2

	Employee Name:____________________________ Manager Name:____________________                               

Performance Period from:_____________________ to:_______________________________
Review Date:_______________________________ Date updated (if appropriate):________



	Responsibilities by Competency

(Specific responsibilities of the position)
	Goals

	EXPERTISE
	

	
	

	
	

	INTERACTION WITH OTHERS
	

	
	

	
	

	CONTINUOUS IMPROVEMENT
	

	
	

	
	

	CUSTOMER FOCUS
	

	
	

	
	

	RESOURCEFULNESS AND RESULTS
	

	
	

	
	

	LEADERSHIP
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