Performance Management
SMART Goal Template


Instructions
Goals are an important part of performance expectations for many employees at Cincinnati Children’s.  For those who have goals, managers and employees should discuss the goals at the beginning of the year, and document them to ensure clarity and understanding.

This document can be used to record performance goals for the year prior to the availability of the new Performance Management automated system.  It can also be used as a basis for discussions about the goals between the manager and employee.  When the system becomes available, goals recorded on this document should be copy/pasted into the employee’s performance management form.

Goal Specifications
Title: A short summary statement of the goal. Space limit is 60 characters.
Description: A detailed description of the goal, including specific information on what is included in the goal, any sub-goals, steps, or tasks required for goal completion, and alignment of the goal to departmental or organizational goals. Space limit is 1325 characters.
Measurement: What will be used to determine whether the goal was completed successfully, and how that information will be collected. Space limit is 1325 characters.
Goal Weight: The importance of the goal compared to other goals, expressed as a percent.  The sum of goal weights must equal 100.

Number of Goals: Many employees will have no goals beyond the responsibilities recorded on their job descriptions.  There is no requirement for the number of goals.  However, goals should be broader than tasks, indicating finite expectations.
Document Instructions

Use “File, Save As” to save the document to the desired location.  Then, add goals as appropriate (see below).
Goals
Use the chart below to capture your goals.  The following worksheets will help you develop goals using the SMART technique and identifying action items.

	
	Goal (60 chars)
	Description (1325 chars)
	Measurement (1325 chars)

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	


Name: __________________________________________    Today’s Date: _______________ 
Target Date: ______________ Start Date: ______________    Date Achieved: _______________
GOAL TITLE (60 characters):  

DESCRIPTION (1325 characters):  


MEASUREMENT (1325 characters):  

Verify that your goal is SMART

Specific: What will this goal accomplish? State the desired outcome.
Measurable: How will you measure this goal? What tools will you use to measure success?
Attainable: Is the goal realistic? What steps will it take to complete goal?  Have you got the resources to achieve this goal? If not, how will you get them?

Relevant: Does this goal add value to the organization and support the Mission, Values and Goals of CCHMC? 
Time bound: When will you achieve this goal?  Does your goal have a clearly defined time-line and end date?
This goal is important because:
The benefits of achieving this goal will be:
Take Action!

	Potential Obstacles
	
	Potential Solutions

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


What other people/department will be involved with you? (Interdependencies)
Specific Action Steps: What steps need to be taken to get you to your goal?

	Action Steps:
	
	Expected Completion Date
	
	Date Completed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SMART Goal Worksheet 


