GOAL DEVELOPMENT WORKSHEET INSTRUCTIONS

1.  In a brief statement, describe one thing you want to accomplish in the future.  (i.e. develop leadership skills; improve turnaround time for ‘xyz’ process; develop new xxx process).
2.  For the statement above, answer the question ‘Why is it important?’  Does it improve performance, broaden your skills, or help meet department goals? Note: if you can’t determine a reason why the goal is important, then this item is probably not a good goal. 

3.  Answer the questions under OUTCOME.  Your response may have several items but essentially you want to describe what it will look like when you know the goal is completed (i.e. a skill that will be demonstrated; a new process in place; a tool that will be used).
4.  Respond to the question under TIMELINE.  These can be specific dates or, for some goals, a general timeframe may be most appropriate (i.e.  month of March; fall semester; over the next six months).  

5.  Respond to the question under MEASURES.  Highlight points where it will be obvious that progress has been made. You may want to indicate key milestones or completed steps toward the final outcome.  
6.  Identify RESOURCES necessary for completion. Consider items such as time, training, coaching, funding, space, staff, equipment, and supplies. If these can’t be provided in order to make progress, then this item is not a realistic goal.  

7.  Using the information in your responses, write a complete goal statement so that it is specific and easily understood. It may not be necessary to include all items from the responses. 

8.  Transfer the completed goal statement to the appraisal form and track the progress throughout the appraisal period.

