Quarterly Performance Check-in

	[image: image1.wmf]

	Office of Human Resources

140 USFSP Harborwalk Avenue South, BAY 206

St. Petersburg, Florida 33701



This worksheet is an optional tool that may be used to develop and track major goals for each quarter. The goals should be developed with and/or approved by your supervisor to ensure a shared vision and clear expectations. At the beginning of the quarter, list the goals, target completion dates, and objectives that support achievement of the goals. At the end of the quarter, review each goal to determine the status and check the appropriate box. Note any relevant details in the comments section. A goal may be considered “Abandoned” if during the quarter, priorities shift and the goal must be either temporarily or permanently set aside.
	Employee Name: 
	     

	GEMS Employee ID #: 
	     

	Position Title: 
	     
	College/Div./Dept.: 
	     

	
	
	

	Evaluation Period:
	From (mm/dd/yyyy):                                            
	To (mm/dd/yyyy):             

	Date:    
	     
	Quarter:       FORMCHECKBOX 
 First       FORMCHECKBOX 
 Second       FORMCHECKBOX 
 Third       FORMCHECKBOX 
 Fourth


	Target Completion Date
	Goal


	Completed
	Pending Completion
	No Activity
	Abandoned

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments:      

	
	
	
	
	

	Employee Signature
	
	
	
	Date
	
	

	     
	
	
	
	     
	
	     

	Supervisor Name (Print)
	
	Signature
	
	Position Title
	
	Date
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