PERFORMANCE PLAN oo

Susan Jones Vicki Hill
Employee Name 7 (as it appears on payroll) Rater”

OSL I (Shift 1) OSL IV
Title~ Title~

123456 XYZ Department

EIN~ Department”
Appraisal Cycle / Effective Dates of Plan:  From: To:
(Min 90 calendar days/max approximately 1 yr) ~ (mo/yr) Feb 2009 (molyr) Feb 2010
Progress Review Discussion(s): Anticipated
(Minimum 1 per appraisal cycle) Month(s) / Year(s) Aug 2009

PART 1: STAFF DEVELOPMENT OPPORTUNITIES
List targeted training and development goals for this appraisal cycle or indicate “None”.

AREA(S) OF DEVELOPMENT

METHOD OF DEVELOPMENT

DESIRED OUTCOME

Filing/Record keeping

Attend Records Management
class, time permitting and funding
available.

Enhance knowledge of and skills in
organizing and maintaining file
systems in the Records room.

PART 2: PERFORMANCE IMPROVEMENTS
List areas identified in the current appraisal (covering the previous appraisal cycle)

that require improvement during this appraisal cycle, or indicate “None”.

AREA(S) REQUIRING
IMPROVEMENT

EXPECTATIONS

TIME LINE

Attendance

Maintain acceptable standards for
sick leave usage and tardiness in
accordance with department policy.

Come into compliance and
maintain acceptable attendance
standards throughout the next
appraisal cycle.
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PART 3: CUSTOMIZED PERFORMANCE DIMENSIONS

Indicate Add for new dimensions and Carryover for dimensions included in the employee’s previous plan
that are being utilized again. Include a minimum of 3/ maximum of 5 dimensions per appraisal cycle.

Initiative (the degree to which the employee is expected to work autonomously or with little
supervision)

* Increased responsibility is pursued within the scope of the position

« Independent action taken is appropriate and timely

* Assistance is requested when needed

[ ] Add
Carryover

Planning & Organization (the extent to which the employee plans, organizes and implements
tasks or programs)

» Time and resources are effectively utilized

* Assignments are prioritized and completed in a timely manner

» Changes are integrated smoothly

[ ] Add
Carryover

Filing (the degree to which the employee maintains filing and retrieval systems)

* New files are accurately created within 12 hours of initial client appointment

* Old files are purged in accordance with state retention guidelines (Shift 2 only)

* Client files are made available to staff within 1 hour of scheduled appointments (Shift 1

only)

[ ] Add
Carryover

[ ] Add
[] Carryover

[ ] Add
[] Carryover
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PERFORMANCE PLAN SIGNATURES

Performance plans must not be retroactive, therefore the month / year following the Rater’s and Employee’s
signatures below must match the beginning month / year of the plan effective dates on page 1. If not, the
start date of this performance plan must be adjusted to match the month / year that the employee will
actually receive it.

Rater’s Signature & Date

I met with the employee and discussed this performance plan. | explained that they will, at the end of the
appraisal cycle, be appraised on the dimensions listed in Part 3 of the plan as well as on three
Organizational Conduct dimensions included on the appraisal. If a supervisory employee, | further explained
that they will also be appraised on three Leadership dimensions included on the appraisal.

Rater’s Signature ” Date”
(Signs first, immediately after discussing plan with employee) (mo/day/yr plan discussed with employee)

Employee’s Signature & Date

| was given the opportunity to discuss the contents of this performance plan with my Rater. | understand that
at the end of this appraisal cycle | will be appraised on the dimensions listed in Part 3 of this plan as well as
on three Organizational Conduct dimensions (attendance & punctuality, interactions with others, and work
habits). | further understand thatif | am a supervisor, | will also be appraised on three Leadership
dimensions (staff relations, productivity results, and supervision) included on the appraisal.

Employee Signature ” Date”
(Signs second, immediately after discussing plan with Rater) (mo/day/yr plan discussed with Rater)

Reviewer’s Signature & Date (Final approval)
| concur with the content of this performance plan.

Reviewer’s Signature 7 Date”
(Signs last, after Employee/Rater meet and sign) (mo/day/yr)

Original — Department File / Copy — Employee Please do not submit to Human Resources
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	P E R F O R M A N C E   P L A N
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	TIME LINE
	EXPECTATIONS
	P E R F O R M A N C E   P L A N   S I G N A T U R E S
	Date(mo/day/yr)
	Reviewer’s Signature(Signs last, after Employee/Rater meet and sign)
	Please do not submit to Human Resources
	Original – Department File / Copy – Employee

	Employee Name: Susan Jones
	Anticipated Months  Years: Aug 2009
	Employee Title: OSL I (Shift 1)
	EIN: 123456
	Rater: Vicki Hill
	Rater Title: OSL IV
	Department: XYZ Department
	From moyr: Feb 2009
	To moyr: Feb 2010
	AREA OF DEVELOPMENT: Filing/Record keeping 
	TIME LINE: Come into compliance and maintain acceptable attendance standards throughout the next appraisal cycle.
	METHOD OF DEVELOPMENT: Attend Records Management class, time  permitting and funding available.
	DESIRED OUTCOME: Enhance knowledge of and skills in organizing and maintaining file systems in the Records room.
	PERFORMANCE ISSUE: Attendance
	EXPECTATIONS: Maintain acceptable standards for sick leave usage and tardiness in accordance with department policy.
	CUSTOMIZED PERFORMANCE 1: Initiative (the degree to which the employee is expected to work autonomously or with little supervision)
• Increased responsibility is pursued within the scope of the position
• Independent action taken is appropriate and timely
• Assistance is requested when needed
	CUSTOMIZED PERFORMANCE 5: 
	CUSTOMIZED PERFORMANCE 2: Planning & Organization (the extent to which the employee plans, organizes and implements tasks or programs)
• Time and resources are effectively utilized
• Assignments are prioritized and completed in a timely manner
• Changes are integrated smoothly
	CUSTOMIZED PERFORMANCE 3: Filing (the degree to which the employee maintains filing and retrieval systems)
• New files are accurately created within 12 hours of initial client appointment
• Old files are purged in accordance with state retention guidelines (Shift 2 only)
• Client files are made available to staff within 1 hour of scheduled appointments (Shift 1
  only)
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