Name: _________________________________________________________________            Employee #_______________________

College/Division: ________________________________________________________            Evaluation Year: January 1___ through December 31___.

	Name:      

Employee #:      

	Position:      

	Range:     


	Supervisor Completing Review:

      
	Performance Plan Date: 1/01/2011
Performance Review Date: 12/31/2011
	College/Division:      



INDIVIDUAL PERFORMANCE OBJECTIVE FORM (IPO’s)
A thoughtful performance plan will help guide employee efforts throughout the course of the evaluation year.  An Individual Performance Objective (IPO) is similar to a “Goal Statement”.  The IPO allows the employee and supervisor to engage in performance planning that is specific, measurable, and relevant to the employee’s PDQ and the unit’s goals.    The number of IPOs will vary from employee to employee and from department to department.
INSTRUCTIONS:
1. The employee and supervisor discuss the employee’s Individual Performance Objectives for the year as well as the action plans, target dates, completion dates and measurement/assessment for each objective.  The relevance of the objectives to the strategic plan and the employee’s job responsibilities (refer to PDQ) are identified and recorded.
2. The employee enters the agreed upon performance objectives, the action plan necessary to complete the objectives, and a target due date onto the form.  
3. The employee and supervisor may discuss and update the IPOs and competencies throughout the year as importance of the original IPOs recorded may change according to the nature of the job duties.
4. Measurement and Assessment are identified at the beginning of the year.  The supervisor will use the measurement and assessment criteria in evaluating (usually by January 30) the employee’s success in achieving the IPO.
5. The number of an employee’s individual IPO’s will vary.  To add additional rows to the table, 

· Click on table

· Click on insert row

· Click on Table and “split cells”  to divide the “objectives” row into 5 columns 

· Copy and paste “objective” “relevance to university and / or department strategic plan” and “relevance to PDQ” in the respective rows
· To delete additional rows, click on table, delete row

· To add the employee’s name to each page of the evaluation, double click on the header and write in the appropriate information (adjust formatting as needed)

	Individual 

Performance Objective
	Action Plan
	Target Date
	Measurement/Assessment
	Completion

 Date

	Objective 1
     

	     
	     
	     
	     

	Relevance to University and / or Departments Strategic Plan:

     


	Relevance to PDQ: 

     


	Objective 2
     

	     
	     
	     
	     

	Relevance to University and / or Departments Strategic Plan:

     


	Relevance to PDQ: 

     


	Objective 3
     

	     
	     
	     
	     

	Relevance to University and / or Departments Strategic Plan:

     


	Relevance to PDQ: 

     


	

	Objective 4
     

	     

	     
	     
	     

	Relevance to University and / or Departments Strategic Plan:

     


	Relevance to PDQ: 

     


	Objective 5
     

	     

	     
	     
	     

	Relevance to University and / or Departments Strategic Plan:

     


	Relevance to PDQ: 

     



SIGNATURES:

Employee Signature ________________________________________________     Date _____________________________________

Supervisor Signature ________________________________________________ Date _______________________________________
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