Employee’s Performance Planning Worksheet
                  

University Extension


To be filled out by Employee 
Name of employee





Date

Employee title






Department

1.  Attach your job description with any changes since the last review period and then list what you consider to be your primary job duties or assignments at this time:

2.  Describe accomplishments and achievements during the past appraisal period:

3.  Describe any specific professional development goals you have for the next appraisal period:

4.  Describe the coaching, training or development activities that would help you pursue improved performance, job growth and learning and (or) career development:

Employee signature


Date






   (Initial) I have been given the opportunity to fill this out and chose not to do so

