
Steps for Approving Performance Form 
 

Step 1: Access Performance Form of Team Member 
 

 
 
Step 2: Access the Performance Objectives section 
 

 
 
 
 
 
 

a.faraz
Callout
Click on Go to Form
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Navigate to the 'Performance Objectives' section by clicking here.



Step 3: Performance Objectives - Setting Targets      
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Callout
The line manager may add additional objectives for staff members.
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Click on the "Pen" icon to edit the objective. The line manager must edit the objective to set the target.
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The line manager may remove any non-relevant objective.
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The line manager confirms that the objective corresponds to the college/office KPIs.
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The weight of the objective can be changed by the line manager.
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Select "Yes", if the objective is thought to be measured in a reverse manner.
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Callout
Target must be entered. At the end of the Performance Cycle, the line manager evaluates the objective based on this specified Target.
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Step 4: Performance Competencies 

Step 5: Development Objectives 

Step 6: Send for Approval 

Thank you! 
In case you have any difficulties performing the steps, please contact the Office of Human 

Resources by sending an email to hr.pa@ajman.ac.ae, or calling ext. 6418 
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The line manager may add additional competencies for staff members.
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Any non-relevant competency may be removed by the line manager.
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The line manager can change the weight of competencies.
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Similarly, line manager can add, remove, or change an employee's development objective.
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Text Box
If you haven't finished your form and would like to save it and return to it later, then click on "Save and Close."
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Text Box
If any changes to the form are required, you can return it to the staff member.
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Text Box
Once you have completed the form, click "Approve".
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Callout
If the manager does not enter the target of any objective, this error notice will appear.
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