Semi-Annual Goals and Objectives


Goal setting calendar:
April through September – goals due by April 30 to HR





October through March – goals due by October 31 to HR

Instructions

Staff Member:  At the beginning or before the beginning of each fiscal year (April) and halfway through the fiscal year  (September), set up a meeting with your manager to review the department’s initiatives, performance expectations and goals and objectives for the next six months.  Once per year, you should also review your position description.
Manager:  Together with your Staff Member, establish mutually agreeable goals and objectives every six months by completing the form below. 
Each March and September, you and your staff member will receive an email reminder to schedule a follow-up meeting to follow-up on goals and objectives. In addition, every 6 months you should evaluate performance against expectations and record the results by completing the evaluation section of this form.
When complete, and both you and your Staff Member have signed and dated the form, give a copy to him/her, forward the original to the Human Resources Department, and keep a copy in your files.

Definitions:

Goals:  Broad statements of direction or of what is desired (not measurable).
Objectives: Measurable statements of what needs to be done to meet goals.

	Staff Member name:
	     
	Title:
	     
	Hire date:
	     

	Manager name:
	     
	Title:
	     
	Meeting date:
	     


Semi-Annual Goals and Objectives

	Goal
	Goal Statement

	1
	

	Objective
	Objective Statement (must be measurable)
	Evaluation at end of 6 mos.

	1
	
	 FORMCHECKBOX 
Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met  

 FORMCHECKBOX 
 In progress

	2
	
	 FORMCHECKBOX 
 Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met

 FORMCHECKBOX 
 In progress

	3
	
	 FORMCHECKBOX 
 Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met

 FORMCHECKBOX 
 In progress


	Goal
	Goal Statement

	2
	

	Objective
	Objective Statement (must be measurable)
	Evaluation at end of 6 mos.

	1
	     
	 FORMCHECKBOX 
Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met  

 FORMCHECKBOX 
 In progress

	2
	
	 FORMCHECKBOX 
 Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met

 FORMCHECKBOX 
 In progress

	3
	
	 FORMCHECKBOX 
 Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met

 FORMCHECKBOX 
 In progress


	Goal
	Goal Statement

	3
	

	Objective
	Objective Statement (must be measurable)
	Evaluation at end of 6 mos.

	1
	
	 FORMCHECKBOX 
Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met  

 FORMCHECKBOX 
 In progress

	2
	
	 FORMCHECKBOX 
 Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met

 FORMCHECKBOX 
 In progress

	3
	
	 FORMCHECKBOX 
 Exceed   FORMCHECKBOX 
 Met   FORMCHECKBOX 
 Not met

 FORMCHECKBOX 
 In progress


Comments (Attach extra sheet(s) if necessary)
	


	
	
	
	

	Manager’s signature
	Date
	Staff Member’s signature
	Date


Prior Six Months Evaluation:
Due in October for April through September goals





Due in April for October through September goals
	Overall Evaluation
	Expectations were:

	
	 FORMCHECKBOX 
 Exceeded
	 FORMCHECKBOX 
 Met
	
 FORMCHECKBOX 
 Not met

 (attach comments for all objectives not met)
	 FORMCHECKBOX 
 In progress


	
	
	
	

	Manager’s signature
	Date
	Staff Member’s signature
	Date


Comments (Attach extra sheet(s) if necessary)
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