
 

Performance Management Form       FY21 

 
CJP is a unique place to work, and our organizational goals are supported by your ability to innovate, inspire, and create meaningful connections – with each other, 

and with the world around us. As staff, we join together every day to conduct critical and rewarding work to make a bigger difference in our organization and in the 

world. As you think about your goals for FY21, think about how you can set yourself up to Work with Passion, Live with Purpose and Make a Bigger Difference, all 

while working to achieve what matters to you and the organization!  

Name:   Date:     

Job Title:   Dept:   

Manager:   Evaluation Period:                   –  

       

Individual Performance and Key Competency Goals   

Instructions: 

1. In addition to ongoing responsibilities, please list 3-5 key goals for the coming year. Goals may include: expectations and/or standards related to ongoing responsibilities, 

new assignments or tasks, development or improvement of a skill or behavior. 

2. Goals and Expected Result to be completed jointly between Employee and Manager at the beginning of the review period and updated throughout the year, as necessary. 

3. If you are a manager, one of the goals should be related to managing staff. 

4. Appraisal section to be reviewed and updated periodically throughout the year and finalized at the end of the review period by Employee and Manager. 

 

 

Goals 
(key tasks, special projects, 
behavioral competencies) 
(SMART format - specific, 

measurable, achievable, realistic, 
time-bound) 

Expected Result 
(Think about the reason and/or 

benefit you are looking to 
achieve by accomplishing this 
goal and be sure to align the 

expected results with the SMART 
goals) 

Progress 

• Describe actual progress toward goal 
• Measures include impact, quantity, process, and comparison against established standards 
• When was the deadline met or how much time was required to complete Results 

Employee Self-Progress Manager Progress Feedback 

    

    

    

    

    



 

Professional Development Goals   

Considering the overall performance appraisal, your interests and sense of potential, outline up to three potential areas for development or assignments that represent logical 

next steps in your career–consider lateral as well as promotional areas for development or assignments.  Also consider specific competencies that you want to focus on to further 

your development.  The development plan may include on the job training, expanded job responsibilities, external trainings or other learning activities.  

 

Please note:  CJP supports the growth and development of our staff.  By sharing your professional development goals, it allows your manager to know how s/he may play a part 

to support you in the achievement of your goals.  This process is not meant to be an agreement for any specific advancement as the ultimate responsibility for one’s career goals 

lies with the individual.  You will NOT be evaluated on your progress against your plan, however we expect you and your manager to work in partnership to ensure you make 

progress against your goal(s). 

 

Professional Developmental Goal Development Plan Progress Against Plan 

   

   

   

 
 
 

CJP Behavioral Competencies: Managers place a check mark in the appropriate box to rate each competency at the end of the year.  The competencies 

listed below under Required Leadership Competency include the manager definition. If you are rating a senior manager, please see the definition on the form located 

on Shmoogle. 

Rating Scale: 

Baseline:                        Limited skills. Can apply with significant guidance. 

Progressing:                 Adequate skills and developing proficiency.  Can apply with some guidance.   

Solid Performance:     Strong knowledge of fundamentals and nuances. Can exercise and apply best practices. 

Exemplary:                   Role model; sought out by others for expertise. Works independently on coaching/improving current best practices. 

 

 

 

 

 

 

 

 

 



 

 
Required Competency 

(Applies to all staff) 

 Baseline 

 

Progressing  Solid 

Performance 

Exemplary 

 

Accountability/Gets Results: Able to demonstrate high personal work standards and a sense of urgency about results; do 

everything possible to meet goals and deadlines including holding others accountable, if appropriate; persist in the face of repeated 

challenges; accept responsibility for the outcomes of his/her work. 

E     

M     

Collaboration and Teamwork: Able to build healthy partnerships to achieve best outcomes; earn trust and credibility by 

completing own share of the team's work; place team priorities above own personal agenda; appropriately consider others' opinions 

on matters that affect the team; challenge proposed actions in a way that facilitates constructive discussion; support team decisions, 

even if different from own opinion. 

E     

M     

Continuous Quality and Performance Improvement: Able to establish personal standards of quality for own work 

processes, products and/or services; identify and apply "best practices" in own work; improve the efficiency of own work by 

eliminating barriers and streamlining work processes; measure and track own performance. 

E     

M     

Customer Focus: Able to build strong working relationships with internal and/or external customers; identify unexpressed 

customer needs and potential products/services to meet those needs; independently anticipate and meet customer needs; prioritize 

work in alignment with the needs of the customer; use customer knowledge and feedback to improve own work results. 

E     

M     

Flexibility and Achieving Change: Able to positively deal with changes that affect job requirements; adapt to shifting 

priorities in response to the needs of internal and external clients; quickly recognize situations/conditions where change is needed; 

work to clarify situations where information, instructions, or objectives are ambiguous; support organizational change. 

E     

M     

Influencing: Able to persuade and enlist others' support in accomplishing objectives; effectively "sell" own ideas/work to others; 

use data or logic to influence others; develop effective working relationships with others who can help promote acceptance of own 

ideas; use different influence approaches as appropriate. 

E     

M     

Innovation:  Able to generate creative ideas to solve problems and improve work methods; apply novel approaches to situations 

and independently apply professional expertise in ways that are new, unique or innovative; collaborate with team members to 

brainstorm creative approaches, rethink situations to create new opportunities or overcome obstacles. 

E     

M     

Integrity: Able to be open and honest; maintain confidences; gain the trust of others; show consistency between words and 

actions; demonstrate respect for others, even in difficult situations. 
E     

M     

Open Communication: Able to practice active and attentive listening skills to verify understanding; adapt communication 

content and delivery to audience; proactively inform others about developments relevant to the team; openly expresses opinion, 

even when different from that of others; responds to differences of opinion constructively. 

E     

M     

Relationship Building: Able to deal effectively with internal and external people in order to get work accomplished; adjust 

own interpersonal approach to fit the interpersonal style /needs of others; recognize the impact of one's behavior on others; utilize 

technical and business contacts to meet job responsibilities; network to reach specific influential people. 

E     

M     



 

 
 

Overall Assessment 

Assessment Manager Comments 

Employee 

Accomplishments and 

Strengths 

 

Employee Areas for 

Development and 

Improvement to be 

considered for FY22 

Performance Goals 

 

Overall Assessment 

 

 

Required Leadership Competency 

(Applies to all employees who manage staff) 

 Baseline Progressing Solid 

Performance 

Exemplary 

Business Acumen: Able to focus team on delivering services in a way that enhances/maximizes results; ensure that team 

delivers service in a way that brings out the organization's value and competitive advantage; manage against a budget; educate team 

on important developments within the organization; discuss relevant industry developments with team. 

E     

M     

Decisiveness and Judgement: Able to consider both the short- and long-term impact of decisions; plan for how the 

consequences of decisions affect the team; coach others to make effective decisions; hold others accountable for making sound 

decisions; make and act on decisions even if they are unpopular. 

E     

M     

Develops Capability: Able to proactively coach others to help improve their contribution; provide positive as well as 

constructive feedback on an ongoing basis; take responsibility for holding regular coaching and development discussions with team 

members; seek ideas from others in improving the team's capabilities; ensure that others are taught key skills. 

E     

M     

Problem Solving and Analysis: Able to model a systematic approach to problem solving; seek information and perspectives 

from both inside and outside the team to better understand and solve problems; involve others in solving problems that affect them; 

coach others to routinely anticipate and prevent avoidable problems; coach others on how to analyze data and evaluate alternatives 

to solve problems. 

E     

M     

Strategic Alignment: Able to keep team focused on key objectives that drive company performance and competitive 

advantage; able to make decisions to maintain forward motion; clarify vision, mission, values, and long-term goals for others; think 

beyond the "day-to-day" to take a longer-term view of the business; coordinate cross-functional activities to assure strategic 

alignment with organizational objectives; anticipate and plan for future business developments. 

E     

M     



 

Overall Performance Rating 

__ Below Expectations:  Employee is not meeting expectations, and significant additional development and/or improved performance is required to bring performance 

to an acceptable level within a specified time.  A performance improvement plan is required. 
 

__ Partially Meets Expectations:  Employee is meeting some expectations of the position, but s/he is not meeting one or more significant expectations of the position. 

Improved performance in one or more areas is required.  A rating of partially meets expectations may be given to a long-term employee who is performing below 

standards in one or more significant areas, OR a new employee who is still learning, but has not yet achieved expectations. 
 

__ Meets Expectations:  Performance is at expected level in critical job areas, and the employee fully met, and sometimes exceeded objectives and expectations. 
 

__ Above Expectations:  Performance is consistently and clearly above expected levels the majority of the time.  Work is superior in quality, merit and/or skill, and the 

employee goes beyond what is normally expected the majority of the time.  
 

__ Outstanding:  Performance is consistently and clearly above expected levels.  Work is superior in quality, merit and/or skill, and the employee goes beyond what is 

normally expected on a consistent basis in all key areas of the job.  The employee proactively thinks about ways to improve key areas of the job. This employee is a role 

model for others within the organization.   
 

Please sign at the completion of the performance review discussion. 
 

Employee 
Signature: 

  
Date:       /      /       

 
Manager 
Signature: 

  
Date:       /      /       

   

 

 

 

 


